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PRETACE

This document represents a complete compilation of instruments used
by the University of Georgia Project R.O0.M.E. (Results Oriented
Yanagement in Education) staff to field test the Georgia Principal
Assessmeng System in order to validate high priority principal competencies

and performance indicators during the 1974 - 1975 project year. This

document supplements the main project report, the Verification and

Validation of Principal Competencies and Performance Indicators, Assessment

Design--Procedures-~Instrumentation-~Field Test Results, which describes

the development and selection of the instruments compiled here. The
complete proie;t report comprises three volumes. The first volume
contains a description of research and develonment activities related to
the following products: 1) the gencration of performance indicators

of public school principal competencies: 2) a rcport of a statewide survey
utilizing practicing school principal judgments to develop a set of
high-priority competency indicators; and 3) a report of the results of
field testing the Georpia Principal Assessment System to validate
hich-prioritv administrator conpetencies and performance indicators

against meaningful schcol outcome measures. The second volume contains

data appendices to accompany the final report (Volume T1).




APEIMTIX A

The illﬂsyhool Inventory and PPps - Student Form Items
("How Often" ang "How Tell'™) Adminisrered

To Elementarv Studentg
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Student Iackorcand Intor.atisn-— ° ¢ ]
Y
!
|
o + Narme of School e - i
P STt ——— 1
|
. | - o
Sex Male | |
Female [ : o
- Aqe________.___
Gracde
Do you lile school? ves
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School y

E! SCHOOL SEX MALE FEMALE
("heck one)

DIRECTIONS

3

: > " [ o : - s s
This is not a test. The questions inside are to find out what vour school is
like. Please answer all the questions.

1

Each sentence is meant to describe your schdool. If vou aree with the sentence
circle yes. If you don't agree with the sentence, circle no. ¢

EVAMPLE i
. Circle
Your
Answer
1. Most children in the dchool are rood ‘riends. Yes No
If you think that most children in the school are sood frierds.
circle the yes like this:®
: 1. Most children in the school are rood friends. Yes! ' No
- If you do not think that most children in the school are .
. good friends, circle the no like this:
1. Most children in the school are food friends. Yes

*»

— Now turn the page and answer éll the questions about your school. /
’ ]

3




Circle i

/
Your 3

h 1. The pupils enjoy their schoel werk'in my school. Yes No
. 2. Children are always fighting with each other. ° ¢ ! Yes “ No ;
) 3. The same pecple always do the best work in my school. You No j
o 1
: |
4. In mv sc?ool the work is hard to do. Yes No ‘ 1
5. My best friends are in my schnol. ' -Yes No = !
. 6. Some of the children in mv school are riean. &es No i

. Y

Co 7. Most pupils are pleased with mv school. Yes No %
8. Children often race to see who can finish first. ° Yes No i
. v \ :
9. Many children in mv school play together after school. Yes No %
|
10. Most children can do théir schoolwork without help. Yes No |
11. Some pupils don't like mv school. . Yes No 1

-~ - 12, Most children wan*: their work to be better than their
friend's work.

Many children in my school like to fight.

<«

14. Only the smart people can do the work in mv school. ; Yes No

In my schcol everyhedy is my friond.




16.

17.

18.

19.
29.

21,

22.
23.

2u,

" 25,
26.

27.

28.

29.

30.

Most of the children in my school enjoy schuol. -

Some pupils don't like other pupils. \

.Some pupils feel bad when ti.2y do not do as well as others.

In mv school I like to work with others.
]

In my school all the pupils know how to do their schoolwork.

LS

Most children say my school is fuu.

Some people in my school are not my friends.

El

Children have secrets with other children in mv school.

Children often find their work hard’

Most children don't care who finishes first.

/
o

Some children don't like other children.

Some pupils are not happy in my school.

t

All of the children know each other well.

Only the smart pupils can do their work.

N

Some pupils always try to do their wock better than the
others. -

Circle

‘our
ﬁggwer
Yes No
Yesl No
Yes No .
Yes No
Yeé No.
Yes - No
Yes No
Yes No
Yes No
Yes No
Yes No
~Yes No
Yes To
Yes No
Yes No

-
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al.

32.

33.

3y,

3S.

36.

37.;

38,

39,

40.
4l.

42,

L3,
4y,

us.

<

Children seem to like ry schcol.

Cenféir Pupils always wani :o have their own way.
All pupils in my schocl are close friends.

Many pupils in my school an that school is easy. ’
In my school some pupils always want to do best.

Some of the pupids don't like mv school.

Childgen in my sehool fight a lot. .,

All of the pupils in my school like one another.

Some pupils always do better than the rest of the pupils in
in my school.

Schoolwork is har& to do. .

Certain pupils don't Iike what other“punils do.

o

<

A few children in my school want to be firs: all of "the: time. Yes

.\

My schenl is fun.,
Most of the pupils in my school know how to do their work.

Children in my school like each other as friends.

Circle
Your
Ansver
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes NA
Yes" Mo

No
Yes TFo
Yes | No
Yes No
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2.

3.

4,

T

£lmouct
Never
My principal talks with me hhour
things I 1like to do. o 1
! ! Alpost
! . Never
My principal meets with ravents
and children to rlan what we ,
fcarn in school. N 1l

* Almest

. Never
My principa’. talks with children
about why they misbenave. . 1
N Almost
: . Never
My principal talks with children
about what will happen’ if they
misbehave. 1
Almost
Never
My pr:nc1pa1 talks with children  ~—-
durlnp Iunch and free time. - 1

HOW OI'TEN MY PRINCIFAL D

Y5 THINGS

Scpetimes

Sometimes

i~

Sometimes

~ Sometimes

Almosi

Alyazs

|

i

|

1

1
Almost j
Alvays

Almost
Always S




|
I
{
|
I
Lluont Almost 1
- Never Sometimes Always 1
. 6. My principal treats children alike :
when they break rules. 1 2 “3 |
Almost . Almost 1
_Never Sometires Always j
7. My principal tells us lLow important .
it is to come to school every day. 1l 2 3 1
Almost - Almost
_Never Sometires Always
8. My principal is easy to see when I
T want to talk to him about something
important, - b 2 3 .
A]mostr!‘ N - Almost -
e e Neve» -Somztimes Always
9. My principal gives“us rules on how
to behave in school. 1l ? 3
. ’ Almost Almgst
' . Never fome Fincs /«A’lg:s
R —_ 2O e P

- u" 10 " My principal talks with my class . /
when my class misbehaves. 1l - ‘ 3




HOW QOCTEN Vi PRICIPAL LOI'S THINGS

. Alme.:t

- e st

11. My principal helps the teachers
watch over us at school activities. 1 2

14, When children misbehave mv principal .
talks with them, their parents and
teachers. ' E

Never Scmetimes

L=
_—"Almost
7 Never Somet imes
512, My rrincipal goes to solool acti-
vities. o 1 2
~
/
—
/ . -
- . Almost
Never Somet imes
13.° My principal helps children when
they misbehave, . 1 2
Almost .
N . Never Sometimes

Almost

Alwazs

Almost
Alwazs

e,

Almost
Always




1. When my principal talks with me
about things I like to do, he
does it

2. My principal meets with parents
and children to plan what we
learn in school. He does this

. 3. My principal talks with children
about why they miskehave, He
does it

4. When my principal talks with
children about what will happen
if thev misbehave, he does it

5. When my principal talks with
children during lunch and free
time, he does it

" Not Too
Well

HOW WCLL MY PRINCIPAL DOZS THINGS

a3t Too

'WeJl

Not Too

Well -

Not Too

. Tell

Hell

Well

Well

Well

Well

Vell

Very
Hell




10.

HOW WELL 1Y PRIJC.PAL DOES Thilics

When children break rules, my
principal treats them alike. He
does this -

When my principal tells us how
important it is to attend school
every day, he does this

When I want to see my principal
to talk about things that are
important to me, he takes care
of doing it

1

When my principal gives us rules
on how to .behave in school, he
does it -

When my class misbehav:s, my
principal talks with them.
He does it

'

S

-8-

Not Too
ell

Not Too
uﬂell

Not Tco
Well

ot Too
_E?ll

’

"1

. Not Too
—— - —Hell—

13

Well

Hell

»

A

Ve

Well .,

Well

Very
Well

Very
Well

Very
Well




HOW WELL MY PRINCIPAL DOES THINGS

Not Too Very
_Well Well Vell
When my principal helps the teachers
watch over us at school activitiez,
he does it . 1 2 3
Not Too Very
Mell Well Well
When my principal goes to school )
activities, he does it 1 2 3

Not Too Very
Well : Well Well
My principal helps children who
misbehave. He does this 1 ) 2 3

'

When children misbehave, my

principal talks with them and

their parents and teachers.

ye does this 1 2 3
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Student Rackarvund Information

Name of Schoal

Sex Male | '
Female [:]

lae
Gracde

Do you like school? .

Rk

gt

b N

T



~ DIRECTIONS )
~ ";\. L]
The purpose of the questions in this booklet is to find out what your sl SN
is 1ike. This is not a "test." You are asked to give vour Mmwest, frank

opinions about the classes which you are now attendins.

In answering each question go through the following steps:

1.

2.

\ :‘

School N
Grade
Sex Male Female

¢Check ore)

o

LEARNING ENVIRONMENT INVENTORY

"
9~

Read the statement carefully.

Think about how well the statement describes your classes (the ones you
are in now).

?

Record your answer to each of the questions by circling the number
which most clearly describes your apreement or dlsagreement with each

statement. Please answer every question,

Circle one number only for each statement according to the follow1ng
instructions:

If you strongly disarree with the statement, blacken space 1.
If you disagree with the statement, blacken space 2.

If you acree with the statement, blacken space 3.

If you strongly agree with the statement, blacken space 4.

You will have approximately 40 minutes to complete the 105 questions ,
in the booklet. Please be certain to circle only one¢ number for each

statement.
Mot

22




1.

2.

3.

5.

10.

11.

12.

13.
14,

15.

-All the students in mv classes enjoy the

Members of the classes do favors for one another, -

The bocks and equipment students need or want.are easilty-
available to them in the classrooms.

There are lbng periods during which my classes do nothine.
My classes have students with many differJQt interests.

ﬂ)

Certain students work only with their clcse friends.
The students enjoy their class work.

Students who break the rules are penalized.

There is constant bickering among class membeis.

The better students'’ questlnns are move sympathetlcally
answered than those of the average students.

My classes know exactly wbat thev have to met done.

° b

.Interests vary greatly within my classes.

‘

A good collection of books and magazines is available
in mv classrooms for students to use. X

The work in my classes is difficult.

same privilesges.

Most students want their work to be better than their
friends' work.

Strongly Disagree

R Disagree

LD

N

Agrae

Strongly Agree

r




.

Strongly Agree

o
£
]
o
o
ot
a
Koy
an
g
(7>}

16. My classes have rules to ruide their activities. 1 2 3 4
- 0‘
17. Personal dissatisfaction with my classes is too small to be
a problem, 12 3 &
18. A student has the chance to get to know all other students
in mv classes, . 1 2 3 4
19. The work of mv classes is frequently interrupted when same
students have nothing to do. l1 2 3 4
i 20. Students cooperate equally with all class members. . A1 -2 3 4

Disagree
Agree

. 21, Many students are dissatisfied with much tgat mv classes do. . 1 2 3 4
22. The better students are granted special pri;ileges. ‘ l1 2 3 4
e 23. The objectives of mv classes are not clearlv recognized. 1l 2 5 4
24, Only the good students are given spécial pr&jects. - 1.2 3 &
25. (Class decisions tend to be made by all the stﬁdets. 1 2 3 ’
26. The students would be proud to show their classrooms to a
visitor, , 1 2*3 4 .
27. The pace of mv classes is rushed, 1.2 3 4
28. Some students refuse to mix with the rest of their classes. l1 2 3
29, Qecisi;ns affectinz my classes tend to be made demoératically. 1 2 3 4
3

30, Certain cstudents have no respect for other students. . 1 2
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| ]
| £ - :
| * & g; i
. o , |
) , o ol l
(=]
A}
° 2i.F
g " W o " 4
- . . o} g [} S i
| Jof & 4 ‘
N A 4 W ]
31. Some groups of students work together regardloss of what the 1 2 2§ I
othefs in the lassesare doing.
32. Members of my classes are personal frieids. 1 7 3 & ]
33. My classes are vell orraniszed. 2 3 4
34. Some students are interested in ovmpletely Jifferent things
thaqﬂother students. 1 2 3 4
o v
35. Certain students have more influence on mv classes than others.l 2 3 4
36. "y classrcems are brisht and comfortable. ‘ 1 2 3 4
) 37. Class members tend to pursue.different kinds of problems. 1 2 3
. 38.. There is considerable dissatisfaction with the work of my Y .
, clagses. : . 1 2 3 4
’ 39. Failure of my classes would mean little to individual members. 1 2 3 &
40. ' The ‘classes’ are Aisoreanized. P 1 2 3 4 -
41, Students compete to sec who can do the best work. 1 2 3 4 '
. o
Y42. Certain students impose their wishes on the whole class. 1 2 3 4

43, " A few of the class members always try to do better than the
N 1 2 3 4

others.
| uk, ‘There aré tensions among certain groups of students that
tend to interfere with class activities. 1 2 3.4
1- 2 3 &

45. Mv classes are well-organized and efficient.

i~

4
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. @
" a\
- a <
‘ 2E .5
b o, ¥ |
: | £ 8p &
" A4 23
46. Studonts are constantly challenged. 1 2 3 &
47. Students feel left cat unless they compete with thei:
classmates. ‘ 1 2 3 4
- 48, Students are asked to follow strict rules.. 2 3 4
49, My classes are centrolled bv actions of a few memﬁers '
) who are favored. 1 28 3
50. Students don't care about the future of the class as a
group. 1 2 3 4 ,
) ' #
. 51, Each member of mv classes has as rmuch influence as any
other member. . . 1 2 3 &
. 52. The members look forward to coming to class meetings. 1 2 3 e
53. The subject studied requires no pqrt¢cular aptitude on the i
part of the students. o N l1 2 3 &
. S4. Members of mv clas~es don't care what the class does. -1 2 3 4
55. There are displays around mv classrooms. 1 2 3
S6. All students know each other very well. ~12 3 4
. 57. ™v.classrocms are too crowded. 1 2 3 4
. 58. Students are not in close enough contact to develop likes ’
or dislikes for one another. 1 2 3
\
59. v classes are rather informal and few rules areé imposed. 1 2 3-4 .
60. Students have little idea of what my classes are attempting S
to acccmplish. 1 2 3

~

=X




61.

’ff"?' E . 63 [}

64.

65,

€6.°

° 67.

68.

69.

70.

71.

72.

73.

7“.
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- - __;:\ .ﬂj
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There is a recognized right and wrong way of going about

class act1v1t1es. 1
Hhat nv ‘classes do is determined bv all \he's;udents. 1’_,-’
\ / 7 : - .
After” ﬁv\classes, the students have,a’ enae of satisfactipn. 1
Most students cooperateArafheprhan,compete with one another. 1
~—— \>\_ —
The objectlves “of mr classes are spec1fic. 'T‘fiji?22>fﬁ;ik\ 1
e T AT
\\ Te—— : ’ .
\ /,/ ——— - v T —
Seudents ot o Pind ths W hard e L
Students in my classes tend to“findfthg;\\rk hard toddo. L 2 3 & o
.Each student knows the goals of/;hé’coupses. o T 212 3 J
All classroom procedures,are “well-established. ,/,&// 2 3 W -

Certain students in hv classes are resnonsible for petty/
quarrels. 1 2 3 &

Many class members are confused by what gones on in mv classes. 1 2 3 M~
‘v clasces are made up of individuals who do not know. each e
otaer well. ‘ 1 2 3 4

<

"y classes divide their efforts améng several purposes. 1 2 3 &,

My classes have plenty of time to cover the prescribed amcunt
of work. - 1 2 3 4

Students who have past histories of belrg discipline problems
are discriminated against. 1 2 3 4

Students do not have to hurry to finish their work. 1 2 3 4




78.

79, Studepts are”'Eil—sansfled w:.th the work/ £ my

el

/
=" 80,

Tﬁére~tsamuch competltlon in ny eiasses. »
/{ ST e

The subject p ations in my dIasses~arp elementarﬁ'for

_many studemts. T T

A few meiibers of. my. clas*es have much vreater lnﬁiaence than

the other members. e

T—— B <

T —

T ;:;:éi:wmfheré ié a set of rules for the students to folleﬁ/yi/:

82.
- 83.

84,

-7 88.
eg.

0.

T T T T I LT

Certa1n studéntSMHlet like other "tggeaf// L

\\\

_'y classes reali-e exactlv how much uor?’they«have to do.

—_— B //

Students share a common ‘coticern for the SUCCESS

There is 11ttle»time for-day-= —— e
ST s T -
i — S

My classegAafé workins toward man¥ Adifferent rcals.
My- class members feel rushed to finish their work.
Certain students are considered uncooperative.

Most students sincerely want mv classes to ke a success.

There is enough room for both individual ani group work.

>

- B -

23
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Strongly Disdgree

- 9. ch student knows' the other members of my c’asses by their
o st names.

— — - 92, FAXeure of myJcIasses—uoulg_gggB\poth1ng to rost members,

—— e —— et —S——

My asses have*dtfﬁlcg‘gglfeeping up with t} assigned ko
N wopk\w—-— — - 12 _3. 4
- —_— C

There xs a great degl/ef/’anus1d% during class meetings. 1 2 3 4

———— \

sﬁ*if";‘* -95;7“thferentwstudents vary a great deal regarding which aspects .
" - - of my“ciasses they Hre~interested An1_~\ 1 2 3 4
i ) T Se EETo T e
T T e
_ —56 “*Each—student,ln_mz_plasses has a clear idea of tﬁé ‘elass .
- goals. , 1 2 3 4
. 7. 'ﬂégtﬁgtﬁdentS*eocperate equally with other clasc members. 1 2 3 &4
o 98;**eertain_stuﬁegxs?a:e favoted:ixunzjﬂunl:the_nest- i 1 2 3 4

99. Students have»a.great concern for the progress of my clagses. 1 2 3 &4

—
——

- 100. Certain’ students stick together in small groups. 1 2 3 4
101, Most students consider the subject-matter easy. ‘ 1 2 3 &
_ 102. The course materials are covered quickly. ~ . 1 2 3 4

103. There is an undercurrent of feeling among students that\

tends to pull my classes apart. -1 2 3 4
lo4., Many students in the school would have di{ficulty doing the .
advanced work of my classes. 1 2 3 4

105. Students seldom compete with one another. ° 1 2 3 4



HOW OFTEN MY PRINCIPAL DOUSS THINAS

Scme of the jobs which principals perforn while they |
are at school are listed below. Read each sentence to B
yourself and think about how often your principal does this '
i job in your schosl. After you read each scntence, circle
' one of the nunbers by the sentence that best says how- often :
yYou feel your principal does this job.

If you think your principal does the first thing
almost always, circle a “4", If he dces it less than that,
circle one of the other numbers. For example, if be does
it almost never, .circle a "1".

. Remember, read each sentence and circle only cne number,
Think about bow often the principal dces each thing, not
about how good he is at doing it.

Please do not°becin until you are told tc do so.

e

b

IR Aluost
© Never_ ~ Aluays . ..
1. My principal talks with me apbout ' ‘ i
things I like to do, ' 1 , 2 3 i
L. . Almost ) Almost
Never Always

2. My principal meets with parents
and children to plan what we ° 1. T2 3 L
learn in school.

Almost Almost

: . Never Always
3. My principal talks with children -
about why they misbehave. 1 2 3 L

/

Almost . Almost
Never Always
L. My principal talks with children ' )
about what will happen if they 1 2 3 L

misbehave.

Almngt Almost
Hever - : Always
S. My principal talks with children
during lunch and free time. 1 2 3 bk
30
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HOW OFTEI! MY PRINCIPAL DOES THINCS

o

Almost

. . Never
6. My principal treats children alike
when they break rules. 1 2
Almost
Never
7. My principal tells us how important
- it is to come to school every day. 1 2
_ Alrost
. T Never
8. uy principal is easy to see when™I ~
want to talk to him abcut something 1 2
important.
Almost :
- Never
9. My principal gives us rules on how
to behave in school. 1 2

Almost
Never
10. 4y principal talks with my class
when my class misbehaves., 1 2

A

Almost
. Never
11. My principal helps the ‘teachers
watch over us at school activities. 1 2

Almost
Faver
12. uy principal goes to schnoenl
activities, 1 2

Almost
Always

b

Almost .
Always

L

Alnost
Always

L

e

Almost
- Alvays

Almost

flvays_

L




HOW OFTEN MY PRINCIFAL DOZS THINGS

Alost Almost |
Never Always i
13. My principal helps children whea ‘ -
they misbehave. ’ 1 2 3 i
’ Almost Alnost
' g Never . Alvays
14. When' children r._sbehave my )
principal talks with them, their 1 ‘\2 3 L
varents and teachers.




HOW WELL MY PRINCIPAL DOES THINGS

Now read each of the followino statements and -hink
about how well your principal does the job described. Circle
one of the numbers by the sentence that best says how well
you feel your princinal does this job. RN

If you think your principal does the first thing very
well, circle a "4", 1If he does it not so well, circle_ one .
of the other numbers. For example, if he does it not toc

. well, circle a "1". Remember, read each sentence, and
- circle only one number. Think about how well the princiré

does each thing, not how often he does it.

Please do not begin until you are told to do so.

Not Too Very
__Well Well -
1. When my principal talks with me . . "
about things I like to do, he 1 2 3 L
does it
Not Too < Very
Well . ) Well

2. My principal”ﬁeets with parents
and children to plan what we 1 2 3 L
learn in school. He does this

Not Too Very
Well Well
3. My principal talks with children
about why they misbehave. He 1 2 3 L
does it ' ‘ . . :
’ Not Too Very
Well Well

L. When my principal talks ‘with
. children about what will happen 1 2 3 L
if they misbehave, he does it

Not Too Very
. . Well liell

5. When'‘my principal talks with '
children during lunch and free 1 2 3 L

time, he does it

33




"How Well Ky Frincipal Does Things

4
Not Too Very }
.o W2l o Well. i
o 6. When children break rules, my : -
’ principal treats them al1ke. le 1 2 3 4 1
. does this ' .
Nat Teo ' Ver - !
- : v Well Welo :
7+ When my principal tells us how . - )
impartant it is to attend schoos 1 2 3 i

every day, he does this R -

i ‘ Not Toc . Ver; 1
: - Well " - Nelo

8. When I want to see my princirai
to talk about things that ane 1 2 3 L
imrertanc to me, he takes caf'e
ot doing it

) 2 Not Tono . Very
el Well
9. When my principal gives us rules
on how to behave in school, he 1 2 3 l
does it -
Not Too Very
Well : Well
10. When my class misbehaves my :
principal talks with them, 1 2 3 . L
he does it ’
. " llot Too Very
lell Well
11. VUhen my principal helps the teachers
watch over us at school activities, 1 2 3 L
he does it

31
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12,

. 13.

T

-

How Well My crianciral Doss Thing -

When my r.incipal goes to school
activities, he does it

AY

iy priixcipal helps ehildren who -
misbehave. He does this

~

When children misbehave, my
principal talks with them and -
their varents and teachers.,

He does this

Not Too Ve
Well ' Wel-
1 2 ' 3 A
Net Teo - Ver}
1 2 3 L
Net Toc Very
. Well _ - Well
1 2 3k

am

2 U

-
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The School Survey and

Principal Performance Description Survey - Teacher Form
(Frequency and Effectiveness Scales) Administeved

to Elementary and Secondary Teachers
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TEACHTR BACKGRNAIND TNFORMA™ IO

. Name of School

Sex M E:]
P
Age

Years of Teaci'ing Experience
Grade Primarily Taught
Level of‘School Taught:

1. Elementary
2. Middle [ | .
-3. Secondafy E::

Major Subject Matter Area taught (Check one only):

1. Music and/or Art L_J

2. English and/oF Foreign Language E:],
"3. Social Studies | ____ '
4, Matﬁematics )

5. Scisnce [t]

6. Physical Education E:}

7. Other
(Please specify)
¥

‘
T




SCHOOL SURVEY

INSTRUCTIONS. This inventory contains 118 statements coverine -our oniniens and
attitudes about your work. Read each one carefuliy, and decice how you feel
about it. You will agree with some statements and disagree with others. You
may be undecided about some. To help you express your opinion, three possible
responses are given beside each statement. All you have to do is choose the
response that most nearly reflects your opinion, and mark an "X" in the box
under it. Use a penecil, and if you make an error or wish to change your answer,
simply make an erasure and then mark an "X" in the proper box.

WQRK RAPIDLY, BUT ANSWER ALL STATEMENTS. Do not spend too much &ime on any one
statement. Some of the statements may not be worded exactly the way you would
like them to be. However answer them as best you can. Be sure to.respond to
every statement. Mark orily one box for each statement. If you cannot really
decide about a statement, mark the “?" box and go on to the next statement. This

is not a test; there are ng "right” or "wrong" answers.
. . Y

A ‘ Agree ? Disagree

LS

v

A\
1. People in the commun this school serves are |
W O .0 O

o

"education-oriented”. . . « v ¢ v ¢ b e s s s e 4"

2. Too many teachers in this school seem to be more

concerned with their own perscnal interests than Ej E] ) [:1
with the overall welfare of the school. . . . . . . .

3. My work in this school district provides me
with ample opfortunity for personal srowth and - r
development . . « v o v 4 4 4 s s e e e e e e e e C ) LJ ]

4. T have plenty of opportunity to express my

ideas about salary matters in this
istrict. ¢ v v v e b e e e e e e e e e e e e e [] E] Ej

5. This school assumes too many educational
responsibilities that properly belong in the ) ':] [] E]
home or to other community agencies . . . . . « . . .

6. It seems to me that the school board should
reconsider the amount of authori;y it has E] [:J []
delegated to the superintendent . . . . . . . . . . .

Go on to next page.

Copyright 1966
Industrial Relations Center . The University of Chicago
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10.

11.

12.

13.

1y,

15.

16.

17.

18.

1q,

20,

Insofar as they affect me, decisions made
by the superintendent are fair and
equitable . . . . . 0 0 4 e e e e e e e e s

I am asked to read too nany cormunicaticns from

higher-ups in this school district. . . . . .

Our I{brary services for students are very
satisfactory. . . .« 4 4 4 4 0 e e e e e

The work of staff specialists in this school
(subject area consultants, physical education,
music, art, foreign language teachers, etc.)
is well coordinated with the work of the
£1383rcom teachelS. « + v ¢ + o & 4 4 4 4 s s

I am asked by administrators and supervisors
to spend too much time in.school or dxstr1ct-

w;de professic =1 meet1ngs. s e e e e e e e
Our salary schedu’

{ls +o tompensate us
sufficiently for ,.. )

ryice o . . e .

My principal backs me up in m, ’'ea.'ngs
with parents. . « . + + i v v v a v 4 4 e

Physical facilities-for our personal use
(lounge, washroom, etc.) need to be greatly

improved, . . . ¢ 4« ¢ v 4 e b e e e e e e e
L]

The salary schedule here gives me little
incentive to seek advanced training . . . . .

< .
From all I can gather, people who get promotions

in this school district deserve them. . . . .

0
Certain cormunity rressure groups exert too
much influence on the professional work of
this school . . . . . . . v v v v v 0 v v v s

The quality of sup_iementary materials for
student usc in this school needs to be
preatly improved. . . . . « ¢ 4 4 4 4 4 e .

The school board seems more concerned about
keeping costs down than about building an
effective school program. . . . . « « « « « .

I feel our salary schedule adequately rewards

outstanding work. . « « « « ¢ 4 ¢ e 4 e . . =

[

Agree ?

A

Disagree |
|
1

0O O o
O o 4a
O 0O

O oo o
0.0 0 o
0O 000 O

O

Disagree

0

Apree ?

O O
O O

L
J 0O
g o 04

]
0l

G

]

O

Go on td next page.
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iy

21, I think my perférmance is eviluated fairly by
those who are assigned to appraise my work. . . . . .

22. In this school, the assistance provided me in
matters of curriculum ani methods is »
clearly effective . . v v v v v ¢« ¢ v ot v s e e e

[d
]
]

23. The-instructional materials provided for me in
my work are very setisfactory . « . . ¢ . o . . . .l

Il

24, A student in this schocl sometimes has to do
without needed supplementary materials. . . . « . . .

\

5. Little effort is made in this school to
evaluate the effectiveness of the instructional’
program L] L] . . . L] L] L] L] L] . . L] L] L) L] . . . . . . .

]

(]
o M 0.
J

o
i

26. The school library and/or reference materials oo
available to students are adequate to meet
instructional needs . « . + ¢ 4 4 u e e e e e 0.

O
(3
O

27. I think the school board 'does all it can to
help build an effective educational program . . . . .

1
i
O

(]
O

28. My principal seldom tries to get my
ideas about things. . « « « ¢« ¢ ¢ ¢ « « o s o o s o

29. The oolicy for student promotion and )
retention in this school is’sound . . . . . v .« .

L 0
o3
O O

30. The textbooks my students are assigned are
irrelevant, inaccurate, and/or out-of-date. . . . . .

Agree ? Disagree

31. As far as I'm concerned, extracurricular
duties (sponsoring student clubs, schonl
activities, etc.) are distributed fairly
in this school. ¢« « + « ¢ ¢« ¢ ¢ v e v e 4 ¢ 0 4 o o s

- O
O

0 O

32. .Most of the students I work with have been ,
assigned to the srade level that is best for them . .

« t .

33. I would prefer a different work assipgnment

N o O M

(grade level or subject métter) from ~ E:
the one I have MoW. « « v v + o v v o o v o o v 0 v o " —
34. In general, I approve of the educational [] . L:
- policies of the school board. . . . « ¢« &« ¢« « o « « &
35. It is easy and convenient in this schonl to get .
teaching aids and equipment to use in the class- ri) — [:

FOOM. o« v « + « o avo o o o o 8 s o o o o o s o« a0 o o

Go on to next pag:.




34

36..

37.

38.

~3

39:
40,

ul.

u2.

o3,

Ly,

us.

“6.

u7.

y8.

ug,

.prepared for advancement to the next higher E]

- parents needs considerable improvement. . . . . . . .

It seems to me that the schocl board fails to
.concern itself with some really important - E] :
educational Matters . . . v 4 ¢ 4 4 4 4 e 4 e e ...

//F———“-\
The procedures used,za”hls school for judping———
my work performance are helpful to me in D D
improving my. §¢rk B T T T T |

"Employee beneflts in this dlstrlct {sick leave,
educational ldave, personak leave, etc.)
fail to fitoukneeds . ., . . . « . . ¢« . o .0 .

/
\ ot /

Almost all studeﬁts in this schoel seém well

0
0O -4

grade level . . ¢ ¢ v o 4 et 0 e e e 4 e e e e e e

N

In general, the parents\gf the Students 1n this
school are interested in helping us Ej

educate their children. . ~. ¢ o 0 v 0 o . .
. l N\ . 4 /‘—T—;\

I'm rarely told whether or not\Ilm/ﬂSI;g gaod

Wor'k. e o o o o o o e o o o o o6/eNe o o s e o o o o o

I am seldom enccuraged by administhators or - 3
supervisors to attend outside profe :
conferences and workshops . . . . . .

S\ Agree ?  Disagree

\<\ - .

N

I fail§§§;understand‘how my work performance \.. []
is appralsed and éValuatég,‘ —this- schooI .o . .

- N - ) —

I have sufficient sypplies for my work. .”. . . . f\Q —
c. AR 5 o \\
I have adequaté\opéirtunity to express my

viewpoints about the philosophy and goalt///’”"“

of this schonol. . .\. e e W s e e o o

D/’D 1 0

influence on education ma*ters/{h this school‘\\\ o
4

The parents of students exert too great.an E]
Our system for reporting student progress tc Ej

N

We are permitted to discuss controversial
matters with students as long as we remain D D D

objective and factual . . . ¢ ¢ ¢ ¢ « ¢ . . e 4 . o .

Go on to next page.




50.

S1.

52.

53.

: 54,

SS.

56.

i .

e

1.
58.

59.

g0,
€1,

R?.

£3.

Fl:,

‘~with new curriculum ideas in this school. .

The superintendent seems to be willing to give
careful consideraticn to the ilz=as and cuggestions
of teachers in this school. . . . . . . . . . . ..
My principal keeps m¢ well irfc-mad ahout

matters affecting my work . . . . « « + ¢ ¢ o . .

This school lacks an "atmosphere of learning” . . .

My salary is sufficient to give me a
reasonable amount of security . . . . . . . . . . .

The specialized programs in this school
(music, art, drama, physical education, etc.)
need to be greatly improved . . . . . . . . . . . .

My pr1nc1pal seems to have sufficient influence- -
with the superintendent in deciding .what-we—do——"
and how/ye/ao it inour school. . . . . . . . . ..

Relaflor° between the parents of students and
the staff of this school'hcec to be 1mproved ...

The superintendent seems to'haGé\an cffective
working relationship with the schoolﬁboard .« e e

e

Effective Pemedial help is available to any of

my students who are failing in school . . . . . . .
Teachers should have a greater voice in

selecting student textbooks and reference
materials in this school. . . . . . . . . . . . ..

-

There is a spirit of willinpgness to exneriment

I seldom pet the help I need in handling

difficult discipline cases. . v v v v v o o o o o .

The school tcard seems

character of our work in the schools. . . . . . . .

The emphasis on academic subjects in this

school sometimes operates to the detriment of

students who will not he pursuines academic

prorrams later., . . . . . . . . .
/

The numher of students I have to work with makes

it Aifflcult for me to dn a reod ioh. .

Agree

to recornize the professiornal [:]

?

1

?

~ Disagree

- Disagree

Ll

T




Agree ? Disagree

65. The school board seems to be interested in r‘
obtaining our ideas and suegestions . . . . . . . . . -

|

- .0

;

66. I am required to do too much administrative ‘ 1

paper work (attendance r=port:, terdy siips, . [j 1
statistical reports, etc.). « « ¢« + ¢ 4 4 4 0 o Te o .

[

L]

67. For my level of professional competence, I am
adequately rewarded financially . . + ¢« v & « & o 4+ &

~

M
O

68. The superintendent seems to lack interest
in the personal welfare of the staff of this
SChOOl- e o 9 @ e o & e e & e e & & e ° & o s o e e o

- - 3

69. Most of thé time it's safe to say what you think
Y around here . . . v v . b e e e e e e e e e e

0O

70. In my.opinion, the school board seems to be
divided cn too many iSSuU€S. . . « 4 ¢ 4 4 e o o 4 e s

U g 0

O

n In working with my students, I have adequate
/ ' opportunity to allow for their individual
differences . 7 ¢« « « ¢ o o o o 4 e 4 e 4 s e e e e

O
1 0

72. We lack satisfactory procedures in this school
- : fer evaluating student progress .« . ¢ .« « . ¢ . o . .

M

73, Administrative matters seem to get more
. attention in this school than the educational
PrOgramM « o o o + o o o o o o s o o o o o o o o o o »

]
O
=

74, There is adequate space and equipment for
carrying out my work--including deck space, ::J
drawers, bookshelves, and the like., . . . « . . . . .

L
[

Apree ? Disarsree

75. I am required to rerform too many non-
*  professional duties in this school (yard,
hall, stair, lunchroom, and study hall
duties) . 4 v i 4 i i e e e e e e e e e e e e e e

[
[

76. People in this school cooperate well. . . . . . . . .

77. -The students I work with seem to need an
unusual amount of discipline. . . . . . . ¢« . . .« . .

. 78. My principal fails to 'po to bat" for us
with his 5Uperiors. . . & ¢ ¢ v ¢ ¢« v v v ¢ v o o o &

i
H

(1 0l
U
OO

.

—_
il

. . Go on to next pare.




Acree ? Disagree

79, The buildings and srounds where I-work are ~ — [:]
kent as clean and attractive 2s possitle. . . . . . .

»

g89. In my opinion, our srecialized services (EMH, |
speech therapy, suidance counseling, sccizl work,
N . - ) i
. etc.) fail to meet the necds of our i:] [:} [:]
studentsS. . .« + v ¢ v 0 e e e e e e e e e e e s et s |

. 81. Generallv speaking, I fe2l I could do far better
work with students different from those
nsually assigned tome. . . . ¢ . e o 0 v e 0 e 0 oo

]
]

82. Qur practices for marking and reporting student <-1
proeress are satisfactory . . . . . . . . . o . o . L

L
1 0

3. My principal seldom shows initiative in ™
seeking ways to help us inour work . . . . « « & . & hame

[

g4, There are many cliques or groups in this school ;j] C] fj]
that create an unfriendly atmosphere. . . . . . . . . :
- < ? e
85. Interruptions (messages, monitors, intercom
bulletins) are képt to a minimum in this — z:] ?‘]

SCHOOL v & v vt e e e e e e s e e s e e e s e e e

- . o Apree ? Disagree
86. Adequate facilities are available for my use : - . -
. during off-periods for grading papers, meeting - [:] -
with studentz and parents, and the like . . . . . .. -~ —
&7. The superintendent usually tries to takc action .
on the complaiiits of staff members in [j ! —1

° this SChCOl &+ & v v ¢ ¢ v o o o o o o o « s s o s o s

28, The ponr ' ork nerformance of some people on
this schoel staff makes it difficult for us to = :] i:]
achieve adequate instructional goals. . . . . . . . .
an, Hv principal is fair in hic dealinfs
I R

WIith ME v v v v v 6 ¢ o o « o o o s o o o o o o o o s

Gn. The eeneral physical condition of my classrooms
(liphting, temperature, ven?xla?1on, etc.) []’ [j :]
hampers me in doing a good job. . . . . . . . . . . . ,

71, A f~w of the pecple in this school think they — 7 ’Ej
- PuUn the PlACE o v ¢ v 4 o o o v ¢ o ot e e e e e e e -
a2, I receive rufficient clerical assistance to do M I j]
. my job effectivelv. . . . . . . o 0000 e s e 0. = - l
;
/ Go on to next page.
-7 -
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93.
9y,

9s.

96.
97.
a98.

99.

100.
103.
102.

1013.

104,

105.

° . s
There is little ooportunity for me to take part
in the development of the curr cu%yﬁyof this
SChOOL & v v v & o o o o o o sle e o o o o o o o @

This school system fails to provide adequately
for the needs of exceptional students (slow
learners, rifted students, the handicapped). . . .

My professional work load is fair and
reasonable . . . v ¢ i e s 4 0 s e e e e e s 0 e e

Too many students in th. school seem to be
more interested in getting grades than in
learning + ¢ ¢« o 4+ ¢« ¢« 0 o 6 s s s s e e s e s s

The classrcoms, offices, and other work
areas in this school need considerable
improvement. . . « 4 4 4 4 4 e s e e e e e % o

Most of the professional meetings I am required to
attend in this school district are

worthwhile . & . v v ¢ ¢ ¢ o o o o o o o o o o o o
There seems to be *too much friction °
between . administrators ir this district... . . . .

Too often we are askad to work on committees
whose efforts and reports are subsequently
irnored. + « ¢ « ¢ ¢ o 6 s 4 s+ e e e e s o s o s

This °school district lasgs behind other districts
of comparable size and financial resources

. . . . s

in introducing up-to-date materials and equipment.

The layout of this school is inconvenient
for the staff. o & v v v v v ¢ v v o o o o o o o o

Even when you take into account differences

in student ahility, other schools in this -
locality seem to be ahead of this one in
educational effectiveness. . . . . . . . . . . . .

'y recommendations about promoting and
retaining students are usually fcllowed. . « « .+

I feel our school system is one big reason
why Deople choose to live in this community. . . .

45

Agree ? Disagree

20 R T

'
n o
E]

U
L]
1

[
C]
o o

L
]
[]

Agree ? Disagree

O

L
L]

1

O O
o0

]

sils
[
00

Go on to next page.
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1086,

107.

los.

10¢9.

110.

111.

112,

113.

11y,

116.

117,

118,

My principal seens to take surpestions
for improvement as a personal

Criticisme v v v v h e e e e e e e e e e e e

We are seldom informed atosut what the
top aduinistrators in this district are

thinking . . . . . . s e e e e e e e e e e e

I would rate this school system as one of the

best for those who want to work in education . .

This school district's in-service educational
program helps me improve my professional
] B

Educdtional jobs in this school district seem
to be graded fairly with respect to salary . . .

In my opinion, adequate educational standards
are being upheld in‘this school. . . . . . . . .

I'm essentially in agreement with the school's
student retention policy . .r. o v v 4 . . . . .

My principal has an urrealistic view of what
roes ¢n in my work situation.. . . . . . . . . .

Teachers and other professional personnel in _
this school freely share ideas and materials . .

Compared with other school systems in this
state, our salary scale in this district is

OKAY v v v v e et e e e e e e e e e e e e e

¥y students show normal consideration, courtecy
and respect. + v v v vt e s e e e e e e e
(4

Student al.sences are excessive ir this school. .

I would definitely recommend this school to
prospective teachers as a good plaze to work . .

Agree

L]

O O

O
C

o

?

L

O oo o 0O 0]

’

Disagree

L]

Disagree

U]
.

0 0o o0

O



PRINCIPAL PERFORMANCE DESCRIPTION SURVEY - TEACHER FORM

3

Two scales are presented for

A list of principal tasks is given below.
you to use in making judgments about the frequency and effectiveness of vour
For the principal identified at the

principal's performance of each task.
top of the page, please read each statement and circle the appropriate number

on the scales provided.

The effectiveness scale is to be used only if the frequency rating for a

statement is greater than "1". For example, if you circle a "l1" on the fre-
quency scale corresponding to NEVER, leave the effectiveness scale blank and

"

proceed to the next statement.
If you judge a task as irrelevant for your principal, muke no ratings on

either scale for that task.

<

Please rate each statement independently: e.g., think about your .
principal's functioning on each individual item.
- } -

-

Thank you for your cooperation!
EFFECTIVENESS

With Which Principal
Performs Task

FREQUENCY With Which
Principal Performs Task

Provides each teacher with a cur-

riculum guide.
Schedules teacher meetings by grade 1 2 3 4 5

1 2 3 45 2.
level or department to discuss in-

structional practices.

Develops a system in which teachers T 1 2 3 4 5

l 2 3 4 5§ 3,

‘ work cooperatively in implementing
instrictional objectives.
1 2 3 4 5 4. Discusses importance of confidential- 1 -2 3 4 5
ity of student records with staff. ‘
1 2 3 4 5 5. Communicates to staff the importance 1 2 3 4 5

of their participation in school
policy decision-making.
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) EFFECTIVENESS

FREQUENCY With Which Wit. Which Principal

Principal Performs Task Performs Task .
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) 1 2 3 4 5 6. Meets with teachers periodically to 1 2 3 4 5
discuss individual children.
l1 2 3 4 5 7. Discusses system policies and deci- 1 2 3 4 5
sions with individual staff members,
1 2 3 4 » 8. Discusses instructional objectives l1 2 3 4 5
with individual teacthers.
1 2 3 4 5 "9, Attends scheduled inter- and intra- - 1 2 3 4 5§
school activities.
1 2 3 4 °5 10. Discusses with teachers the neces- 1 2 3 4 5
‘ sity of being "objective" in using .
‘ permanent records.
. 1 2 3 4 5 11. Distributes permanent felders to <1 2 3 4 5
teachers at beginning of year.
. 1 2 3 4 5 12. Discusses with teachers the impor- l1 2 3 4 5
. tance of keeping records up-to-date
and complete.

T 2 3 4 5 13. Distributes policy statement to 1 2 3 4 5 .
teachers about the keeping of AN
permanent records. \\

1 2 3 u 5 1y, Discusses responsibility for col- 1 2 3 4 5
lecting student information with )
staff.

1 2 3 4 5 15. Participates in professional, improve- 1 2 3 4 5
ment activities with teachers. )

1 2 3 4 5 16. Discusses duties and responsibilities 1 2 3 4 5§
with staff prior to assignment.

l 2 3 u4 5 17. Evaluates instructioral climate by 1 2 3 4 5

. observing in the classroom.
1 2 3 4 5 18. Explains to teachers the importance 1 2 3 4 5

. of membership in professional organiza-
tions and continued professional growth.
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EFFECTIVENESS
FREQUENCY With Which Wwith Which Principal

Principal Performs Task Performs Task
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19. Informs staff members of assigned
authority via memo, newsletter, letlter,
or other written communication. .

l 2 3 4 5 * 20.. Conducts needs assessment of pro- 1°2 3 4 5

fessional educational staff.

1 2 3 4 5 21. Periodically meets with staff to 1 2 3 4 5
discuss and evaluate assignments. .

1 2 3 4 5 29. Delegates authority for classroom 1 2 3 4 5
operation to teacher according to -7
system policies.

l1 2 3 4 5 23. Assigns available specialists to 1 2 3 4 5
: work with staff at in-service . ) .
training sessions.

l 2 3 4 5 24, Encourages teacher feedback on 1 2 3 4 5
. school operations in faculty/
) departuent /grade level meetings.

1 2 3 4 5. 925, Distributes written covies of school 1 2 3 4 5
) board policies to all school per-
sonnel.

l1 2 3 4 5 26. Discusses school board policies with 1 2 3 4 5
staff at faculty meetings.

l 2 3 4 5 27. Posts copy of school board policies 1 2 3 4 5
on teachers' bulletin board.

1 2 3 4 5 28. Requires teachers to prioritize their 1 2 3 4 5
materials and equipment needs.

1 2 3 4 5 20, Tumilates grading praclices with 1 2 3 4 5
teachers.

1 2 3 4 5 30. Schedules released time for teachers 1 2 3 4 5§
- to plan for and revise courses during
regular school day.
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FREQUENCY With Which
Principal Performs Task

_
g
az (@)
&y >
- F N
i T_ —_7——5——-& “5‘ / 310
1 2 3 4 5 32.
12 3 4 5 33,
1 2 3 4 5 34
1-2 3 4 5 35,
1 2314 5 36
1 2 3 4 5 37
1 2 314 5§ 38.
1 2 3 4 5 39,
1 2 3 4 5 40,
12 3 4 5 ul.
1 2 3 4 5 u2,

Informs teachers of instructional
materials budget,

Discusses with teachers school
policies related to the maintenance
of student cumulative records.

Provides supervisory assistance for
school activities.

-
5

Identifies and defines school pro-
lems by meeting with staff.

Collects suggestions from staff
regarding needed physical fac111-
ties improvement.

Collects suggestions from staff as
to most effective methods for im- )
plementing board of educaticn recom-

mendations.

Requests that all teachers report

major rule infractions to the princi-

pal.

Encouraces teachers to inform parents

about school programs and activities
through students.

Encourages teachers to consider indi-

vidual differences when evaluat1ng
student progress.

Discusses educational program changes

with teachers.

Discusses minimally acceptable aca-
demic performance standards with
teachers.

o

Encourages teachers to work together
in modifying curriculum.
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EFFECTIVENESS
FREQUENCY With Uhich : with Which Principal
Principal Performs Tack Performs Task
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1 2 3.4 5 43, Discusses with teachers those in- 1 2 3 4 5

> structional skills for which they
are to be held accountable.
- 1 2 3 4 5 u4, Discusses evaluations with indivi- 1 2 3 4 5
. dual staff members.

l1 2 3 4 5 “% 45, Discusses board of education recom- 1 2 3 4 5
mendations with staff. :

L 2 3 4 5 4, Discusses system goals with staff, 1 2 3 45

1 2 3 4 5§ 47. Encourages teachers to try new and 1 2 3 4 5
innovative teaching methods in
helping the consistently failing.

) 1 2 3 4 5 48. Discusses problems of specific con- 1 2 3 4 5
. sistently failing students with
teachers.
1 2 3 4 5 49, Periodically discusses classroom 1 2 3 4 5
. roals with teachers.
) 1 2 3 4 5 50. Discusses results of school testing l1 2 3 4 5
“program with teachers.

1 2 3 4 5 51. Provides variety of instructional 1 2 3 4 5
programs to meet individual learner
needs.

1 2 3 4 5 52. Works with a curriculum committee 1 2 3 4 5

: to establish goals.

1 2 3 4 5 53. Appoints faculty committee to_ re- 1 2 3 4 5
view curriculum content and organi- Q
zation and recommend needed changes.

1 2 3 4 5 54, Collects supgestions concerning 1 2 3 4 5
student performance criteria from
teaching staff. |
AN

1 2 3 4 5 55. Discusses problems in evaluating 1 2 3 4 5

classroom instructional climate .
with teachers.




EFFECTIVENESS

FREQUENCY With Which . With Which Principal
Principal Performs Task . Performs Task
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1 23 45 56. Observes teachers in classroom 1 2 3 4 5
in order to identify instructional
~ problem solving skills needing im-
provement, '
1 23 45 57. Requests reccmmendations from de- 1 2 3 4 5
partments concerning the master .
schedule.
1 2 3 4 5 58. Orients staff to the need to take 1 2 3 4 5
into account individual student
differences.
1 2 3 4 5 59. Discusses with faculty the design 1 2 3 4 5
and use of instruments used to eval-
uate instructional program,
. 9
1 2 3 4 5 60. Discusses student performance cri- 1 2 3 4 5 .
teria with teachers at grade level
and/or departmental meetings.
1 2 3 4 5 61. Attends PTO-PTA meetings. 1 2 3 4 5 1
1 2 3 4 5 Ff?. Discusses with teachers which pro- 1 2 3 4 5
cedures for evaluating both short
and long range instructional objec- |
tives are to be employed.
. .
1 2 3 45 63. Periodically observes teacher-student 1 2 3 4 75
classroom interaction,
1 2 3 4 5 6u4. Requasts“teachers to identify stu- 1 2 3 4 5
dents in need of special diagnostic
testing.
1 2.3 4 5 65. Provides leadership staff with a 1 2 3 4 5
written description of their resnon-: ‘
sitilities and duties.
1 2 3 4 5¢ 66. Discusses system-wide goals with 1 2 3 4 5

staff.
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FREQUENCY With "%ich
Principal Performs Task

EFFECTIVENESS

Wwith which Principal

Performs Task

Discusses job responsibilities
with staff.

Discusses the services provided by
subject matter specialists with
teachers.

\
Discusses with teachers policies
for keeping permanent records.

Makes school behavioral guidelines
available to students and teachers.

Discusses’ classroom behavior pro-
blems with teachers and students.

Discusses pupil personnel problems

with teachers.
‘ i

Discusses with teachers information

to be included in student cumulative
records.

Encourages teachers to generate new
curriculam ideas.

4]

Discusses results of classroom obser-
vations with individual teachers.

Encourages teachers to use in-class

methods to highlight student achieve-.

ments.

Provides staff with written informa-

tion concerning salary schedules,

£
& N
B g
123 4 s 67.
1 2 3 4 5 68.
1 2 3 4 5 69.
1 2 3 4 5§ 70
1 2 3 4 5 71.
1 2.3 4 5 72.
1 2 3 4 5 73
1 2 3 4 5 4
1 2 3 4 5+ 75
12 3 4 s 76
1 2 3 4 5 77
1 23 4 5 78.
123 4 5 79.

Communicates results of staff evalua-
tion to staff members.

Explains professional benefits ac-
cruing to members of professional or-
ganizations during faculty meetings,
e.g., legal protection, special in-
surance plans, etc.
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FREQUENCY With Which - ( EFFECTIVENESS

" Principal Performs Task With Which Principal
Performs Task
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1 2 3 4 5 80. Collects suggestions from staff forr .1 2 3 4 5
designing system-wide goals. o —
l 2 3 4 5 8l. Schedules staff -meetings to discuss~- 1 2 3 4 5§
* curriculum cohtent areas where modi-
fication is needed. ,
) ‘, l
. 1 2 3 45 82. Arranges for parent-student-teacher 1 2 3 4 S
. conferences when necessary to discuss
inappropriate student behavior. ,
P 1 2 3 45 + 83, Periodically collects instructional - 1 2 3 4 5 ]
' materials and equipment needs from
staff. -
1 2 3 4 5 84. Périodically collects data on staff- 1 2 3 4 §
. ing needs from staff. ‘
- l 2 3 4 5 85. Organizes‘faculty committees to eval- 1 2 3 u4 5 ' ’
' uate curriculum content.
l 2 3 45 86. Explains budget guidelines to staff l1 2 3 4 5§
responsible for directing various ’
school activities.
1 2 3 4 5 87. Discusses legal requirements affec- 1 2 3 4 5
ting budget expenditures with staff. .
1 2 3 4 5 88. Monitors the use of school funds by 1 2 3 4°5
various schqol clubs and organiza-
. tions.
l 2 3 4 5§ 89. Informs staff in writing of proced- 1 2 3 4 5§
ures to be followed in requisitioning
instructional materials and equipment.
"1 2 3 4 5 90. Discusses results of instructional l 2 3 4 5
. ' materials needs survey with teachers. .
1 2 3 4S5 91. Discusses information to be entered 1 23 ;§~ 5
. “ on student records with staff.
. ’ -17 -
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: EFFECTIVENESS
FREQUENCY With Which . with Which Principal
Principal Performs Task i Performs Task
&
g
© 2 S g
k 8 .
g’ A, 2 1
g & S
g & ~ -
1 2 3 4 5§ 92. Discusses student information 1 2 3 4 5§
priorities with staff.
1 2 3 4 5 93. Delegates authority for obtaining 1 2 3 4
. new student records to approprlate - @ .
staff members. -
1 2 3 4 5 9u.” Discusses disciplinary/re§§bnsibi— 1 2 3 4 5
lities with individual teachers. o
1 2 3 4 5 §5. Discusses with teachers the impor- 1 2 3 4 5§ .
tance of being consistent in dis-
cipliggpy/:ctions ;aken. o
’ - A F‘-./ - ~ . 1 -7
l 2 3 4 5 96. Appoxnts teachers to servé on ° 1 2:3 4 5
curriculum committee. - ’ P
o -
1 2 3 4 5 97. Provides each teacher wit xé/copy 1 2 3 4 5
of system-wide and schopl policy
handbooks.
-1 2 3 4 5 98. . Collects informgtion from teachers 1 2 3 4 S
: ~ on whether thgf can correctly inter-
. pret data im student cumulative.
records.
l 2 3 4 5 ag, Discusses with teachers information l1 2 3 4 5
to be entered in permanent records. -
"1 2 3 4 5 - 100. Makes records available to teachers. 1 2 3 4 5
12 3 4 5 101. Discusses with teachers the impor— l 2 3 4 5§
tance of "confidentiality" of re-
cords.
1 2 3 4 5 102. Encourages staff to join and p55f1~\ 1 2 3 4 5
" cipa + in professional organizations. - __
1 2 3 4 5§ 103. Discusses with teachers chardeteris- 1 2 3 4 5

tics o' environment conduc1ve to ~
learning.




[ ' EFFECTIVENESS
FRHQUENCY Yith Vhich With Vhich Principal
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Principal Performs Task - Performs Task
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1 2 3 4 5 1ou. Discusspé curriculum content and 1 2 3 4 5
organization with staff. .
: ' ’ — .
1 2 3 4 5 105, Discusses system policies and 1 2 3 4 5 )

prigrities.with staff.
1 2 3 4 5 106. Makes hims~lf available for confer- l 23 4 5§
gnéiz to staff members with decision-

B /////making authority. -
l1 2 3 4 5§ ~ 107. Appoints subject matter area commit- 1 2 3 4 §
/,/// tee to formulate goals and objectives
///’ .  consistent with school district goals.
e :
1 273 4 5 108, Supervises teachers in the classroom. 1 2 3 4 5
Y2 3 4 5 109. Discusses program evaluation methods 1 2 3 4 5
y ' with faculty.
. e -
,'/ l1 2 3 4 5 110, Visits classrooms to observe class- 1 2 3 4 5
s ) . room learning environments.
1 2 3 4 5 111. Provides necessary teaching aids. 1 2 3 45
1.2 3 4 5 112. Informs teachers of available in- 1 2 3 45
structional resources.
1 2 3 4 5 113, Collects information concerning teach- 1 2 3 u4 5
ing practices by observing teachers in
the classroom.
., 1 2 3 4 s 114, Publicly recognizes and commends . 1 2-3 4 §
teachers for professional activities
and® accomplishments.
1 2 3 4 5 115. Informs teachers about various-state, 1 2 3 4 5 —_
local, and national p.ofessional orgaﬂ— _ - ’ .
. 1zat10ns. T _ - T
,/// ' o o
. 1 2 3 4 s 116. Eneclirages teachers to plan individual 1 2 3 4 5§
- .~ instruction program.
l1 2 3 4 5 117 ‘Discusses test results with teachers. 1 2 3. 4 5 -
- 19 -
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APPENDIX D

The Principal Performance Description Survey -
External Observer Form Administered

to Elementary and Secondary Principals




F{TTPNAL OBRSERVATION INVENTORY

“tudent Cumulative PRecords

ITEM #

1. Obtains stulent folder for each new student from former school.

NA A Systenm Required Source Informal Input P Pd.
Does? Yes No v
. Yes llo

* NA A System Pequired Source Informal Input P Pd.
Does? Yes No
Yes Yo

?. Maintains cenfidential records of test results.

NA . - A System Required Source Informal . Input P Pd.
- Does? Yes iio
Yes Jdo

|
|
\
|
i
|
2. Maintains a cumulative “older for each student. '
|

L, Deterpines »aidaline- 75 iprclnsfons of information in student records
1o :

usirs estatlinhed svgen molicies,

MNA A System Required Source Informal Input P Pd.
Does? Yes 1o
Yes « No
: . . . . k3 ] ..
f. Deviges yuilelipec for “he inclusisn of <information in cumulative records.

NA A System Require] Source  Informal Input - P Pd.
Does Yes o ’
Yes o

03




EXTERNAL NRSERVATION INVENTORY

Student Cumulative Records

ITEM ¢
6. Decides appropriate information to be included in student cumulative
records.
NA A System Required Source Informal Input P Pd.
Does? Yes Mo ’
Yes 1o

7. Maintains a svstem for ccontinuous recording of achievement test data,
grades, and other evaluation information,

NA A __System Pequired Source Informal Input P Pd.
Does? Yes ‘No
Yes No

-

2. Evaluates aopronriateness of student cumulative record information based on
needs of ouril personnel staff.

NA A System Required Source Informal Input P Pd.

Do23? Yes o
Yes lo
At
A, Tvialuates stiudebt cumu’at fve rocords periodicallv to determine accuracvy
ant (Vr'hln'on@v. '
5
NA A System keaquired Source Informal Input P Pd.
Noes? Yes o
Yes No

17, Maintains a cecure nlacr “or storase of cumulative recgrds.

Na A System Teauire] Source Informal  Input P Pd.
AN Does Yes "o
T Yes Mo

o
N




EXTERNAL ORSERVATION INVENTORY

Student Cumulative Records

ITEM #

——,

11, Designs an easily accessible student information system.

NA A System Required Source Informal Input Pd.
Does? Yes Yo
_ Yes lo
12. TDevises a policy concerning access to student information. v
NA A ‘System . Required Source Informal Input Pd.
Does? Yes Ho
Yes No
N
«

69




EXTERNAL OBSFRVATION INVENTORY

Discipline

ITEM #

[}

¢
1. Prioritizes student discipline problems in neec ~f solution.

!

NA A Syétém Required Source Informal Input P Pd.
Does? Yes Mo I
Yes tlo,

2

discinline problems.

NA A System Required Source:  Informal Input 2 Pd.
Does? Yes No
Yes o

?. Obtains information from a varietv of sources when analyzing particular
3. Desiegns specific stratesies for handling frequently occuring discipline 1

problems.,
NA . A System Required Source  Inférmal Input P Pd.
: Does? Yes iio .

Yes o

4. Maintiins written records of all disciplinarv actions taken.

NA A System kequired Source Informal Input P Pd.

Does? Yes ilo

Yes No

5. TFvaluates the effactiveress of disciplinary actions taken.

NA A System Requirer Source Informal Input p Pd.
Does Yes o~
Yes Mo




TATERNAL OBSERVATION INVENTORY

Curriculum
ITEM #

1. Designs curriculum organization for the optimal utilization of staff,

NA A System Required Source Informal Input 4 Pd.
Does? Yes Yo
Yes tlo

2. Desirns curriculum ohiectives incorporating boards of education recommenda-

tions. -
NA A System Required Source Informal Input P rd.
Does? Yes No . o
Yes tlo

3. Reviews cemmunity background, present programs, and current course offerings
to determine need for new curricula.

NA A System Required Source Informal Input p Pd.
Does? Yes lio
Yes Mo
4. Desirns cirriculum lased on results of needs assessment. .
NA A System Regquired Source Infermal  Input P Pd.
Does? Yes o
Yes No

f. Datermines which educiti~nal orosrams need revision based on parent,
teacter, anl <rulent Jn-ut,

HA A System Tequired Source Informal Input P Pd.
. Does Yes ilo
Yes Mo

62
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E¥TERNAL NRBSERVATION TINVENTORY

Curriculum

ITEM #

6. Determines curriculum areas needing modification.

El

NA ‘A Systen Required Source Infa@mal Input P Pd.
Does? * Yes MNo A .
Yes tlo

7. Selects instructional materials based on individual student needs.

NA A System Required _ Source Informal Input P Pd.
" Does? Yes . No :
Yes No

8. Determines desirable curriculum changes based on classroom observation infor-
mation, teacher discussions, etc. ’

NA A System Required Source Informal Input P Pd.
Does? Yes iio
Yes Jo

|
!

6./ Conducts a follgw-up stuly to determine the extent to which school curricula

have met stulent needs. ”
NA A System Required Source Informal Input P Pd.
Does? Yes o
. Yes No

10. Assesses extent to which curriculum content is perceived as being relevant
Fv students, teachers, and business and community members,

NA A System . Require Source Informal Input P Pd.
Does Yes ilo
Yes Mo

63
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FXTFRNAL OBSERVATION INVENTORY

Carriculum

“
.

ITEM #

11. Reviews student test data to determine need for new curriculum.

NA A System Required Source Informal Input P - Pd.
- Does? Yes Mo
Yes llo

Q W

. NA A System Required Soupcé Informal  Input P Pd.
Does? Yes o -
Yes No

13. Plans an instructionil evaluation svstem.

1
1
!
|
1
12. Plans a svstem for evaluatirg student prosress toward instructional objectives.
|
|
|
|
|
1
|
|
|
|
|

NA A System Required Source Informal  Input P Pd.
Does? Yes o ?
*Yes Mo
14,  Survevs cnurrent usice ~f instructional materials in schools.,
NA A System Required Source Informal Input P Pd.
. Noes? Yas Lo i
Yes No l
, 1%, Tvaluates curreptly wsel instructional miterials.
NA A System Required Source Informal Input P - Pd.
Does Yes ilo
Yes Mo

‘ 61
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FVTEPNAL NRSERVATION INVENTORY

Curriculum

ITEM #

16. Selects most appropriate methods for evaluating instructional program and

teaching effectiveness,

Sﬁétem

NA A : Required Source Informal
*Does? Yes Mo
Yes . llo

Input P', \ Pd.

17. Decides what methods are to be used in evaluating progress
tional ohiectives., . ‘

E}

NA A System Required Source Informal
Does? Yes o
Yes ilo

toward instruc-

Input P Pd.

18. Arranres for classroom visitation bv subject matter specialists to ohserve

classro~m rractices an! make recommendations to teachers.,

. NA A System Reguired Source Informal
; Does? Yes iio
Yes "o

Input P Pd.

17, Planc in-service trainine to help teachers develop skills necessary for

solvire instructional rrnblems,

NA A System Required Source Informal
Does? Yes "o
Yes No

&

Input P Pd.

3

?0. Selects most antropriatc procedures for assessing teaching method effective-

nass,

NA A Source

System Required
Does Yes lo

Yes Vo

Informal

Input P Pd.

ERIC 63
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EXTERNAL OBSERVATION INVENTORY

: Curpiculum 4 g

ITEM #

21. Plans individyal teacher conferences to discuss their instructional
effectiveness.

NA A Systenm Required Source Informal Input P Pd.
Does? Yes Mo
Yes o

2?2. Plans in-service meetinss for teachers to familiarize them with services
offered hv subiect matter smecialists.

. NA A System 'hequired Source Informal Input P rd.

Does? Yes No
Yes No

¢

23. Evaluates attainment of in-service training objectives.

NA A System Required Source Informal Input P Pd.
Does? Yes o
Yes To

W Anseeces teacher-imploronted! Instructional evaluation progranms.

NA A System Required Source Informal Input P Pd.
v Does? Yes ilo -
Yes lo

25. Judges which teachers need beln in lesigning better classroom environments.

N

NA A System Teguired Source Informal Input P Pd.
Does Yes i'o
Yes Mo
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EXTERNAL OBSERVATION INVENTORY

B

0

ITEM #

————

26. Selects methods for assisting teachers in devéloping more effective

practices.
NA A Systenm Required Source Informal Input P Pd.
T, Does? Yes Mo '
. r; Yes o
-

o

27. Collects data on staff and curriculum organization néeds,

n

. .
NA A System Required Source Informal Inpct P Ppd. ¢
Does? Yes No
Yes No

va

?8. Evaluates the effectiveness of both subjective and objective grading pro-
cedures, )
NA A System Required Source Informal Input P Pd,
Does? Yes No
Yes Mo

)

a




EXTERNAL OBSERVATTON INVENTORY

v
1
- Student Needs/Assessment

ITEM # | \ -

—————

Y -

1. Assesses degree to which students feel comfortable in informal interaction
. with prinecjpal, ’

i :
NA A i System Required Source Informal Input P Pd. .
] !« Does? Yes Mo
Yes o ’ ‘

t

£}

action.
NA A System Required Source Informal Input P A, .-
Does? Yes Ho -
Yes No

i

|

|

?. Selects appropriate methods tb encourage informal principal-pupil inter-
|

!

|

3. Conducts stul-nts nee’s issessnment. 1
|

\

1

NA A System Required Source Informal Input P Pd, |
Does? - Yes 1o . |
¢ Yes o - . j

N, Conlits a naesds aseescrent to §lentiFy existine school problems,

" NA A System Required Source Informal Input |2 Pd.
* Does? - Yes o
Yes Ho

5. Identifien the neede of coraiatently failing students by conducting a
neede isoesoment,
NA A System “wquired Source Informal Input P Pd,
Does Yes ilo
Yes No

|3
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o - EXTERNAL OBSERVATION IMVENTORY.
\

T Student” Needs/;k-s‘éessmgnt
ITEM # i

6. Plans system for dssessing special fieeds of school children.\

|
|
i
|
J
1
S i
|
|

du

-l
NA A System Required. Souree- Informal Input P Pd.
L Does? Yes Mo i
. " Yes Yo : )
N / : = . T
] - I I!‘J AT T e :
* ‘7. Evaluates student, e s hased on ‘orméiuaﬁﬁffn rmal teacher observatlons. -
- . "_,;,,- )
! s et k - I
'J"V,J
Required ’ Source Informal Input P
Yes No

e to be evaluated.
;..-414...-‘.‘-

Inpu

System Requiréa\“‘“Souree\§_\}nforma1
Does? Yes 7o T _

(o
™
SN o

R L . . .
Ferindicallvy MQ:. etudent aclievemerit usjng standardized tests.

NA. A " System Required Source’ Informal Input - P
Does? Yes 10 ‘
Yes No )

1n. Plans a nrosram tn eval :ate student abilities. -
‘ o ™~
NA A System Requirei Source Informal Input P Pd.
Does Yes llo i

Yes Mo °
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'*'!-r‘ EXTERNAL OBSERVATION JINVENTORY / - J—
J? - P ) i
ot g Student Needs/A;sassmeﬁfﬁ /
X ° e .
ITEM # . - ‘ ° ) T T
11.-—Selects diarsnostic procédures to aid in the 1/ent1f1cation of student/ //
_needs. T T
. NA A Systen " Required §5ﬁrge Informal " “Input P Pd, -~
ST e e Does? Yes ’ Mo ° P ’ - . T
> * Yes tlo i ’ L
e T e . /"_\\_ - ]
o . -

(23 ——— e e T

NA A System Required . Informal Inpu
Does? . Yes—— Hemmsmmm
Yes o g .
[} ‘\‘\
13. ites alternative plans for meeting the needs of consisteﬁ%ly\fgiling TN
student ° ‘ T~
\ o S ’_,- -3
- T~ NA A Required Source Informal Input P Pd. . *L-\\
\\‘\\ ;‘:O ,7“ .
- Yes M{’::g" ’

. ” N i ——

l(\‘ N A‘% /;);:,// \

Jaluates deppree *:?* whitlh _currently uned teﬂﬁQe measur e s

. e 3

- 5.

: %

- e —:’:w?:‘" "“'““r"ﬁp‘n’"?W \
\ 'n.,

1\ Input m"?""“ﬂfhd.,"m-'-m—-—

r _Daes?
Yes No ﬁ
" i M i T e ":‘-‘:

o

* . Ma‘;;a" - ¢
vamo ;\1\ AONB Gy Pt HTT g-.,;?
- s
hor{;" used in sch N ;,«.‘f '
- «ﬂ"-’:“.’.’.‘f’\ym“'

'c%dur‘m L and ane TR
= Wy
Pl - . “" L T—
B A System——-——equired’ Source.  Informal Input P .
. Does Yes HEy N \
» Yes Mo !

a

-]
. 16, Teviaces rpeoceduyres frr toachsrs *o report student
@ ' -
. .
NA A Cyeton - Pampipad “cirece
Prag? Yes !
©
Yiag No V/_......;q gy, |
[- /~'.' ~
», -
2
%?"‘1:
N >
')(b'
Q TRy
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EXTERNAL-ORSERVATION IN "NTORY

- - T School-Community |
ITEM-# (o -
o 1. Plans system for prircipal=aorent conferences to discuss stuéent progress
—_ o and/or oproblems. - .
o NA A System” Required Source Informal Input P Pd.

_DPoes? Yes No
Yes o ’

S— e
e e
- - Q

e 5

~=—=z._ 7. Plans svstem fch parent-teacher conferences to discuss student progress and/or
,nmﬂlwm. y ©
// ’
HA A ’ ( System Pequired Source Informal Input P Pd.
e Does? Yes No . - ; ’ T
' T Yes - Mo
Co1, Sélects 30‘”‘D“lafé';' cadures For informing staff, parents, and students
. of evaluatinn policies. - .
- _ —
A - __-System” "~ Required Source Informal Input P Pd:
) Does? Yes iio T
Yes o

g

ﬁisqz;?33$es information atout the school, its students, and programs

.
throuedb scheol newsletter,

System Required Source Informal Input P Pd.
Does? . Yes o "

w

Organizes proermac ‘to lnvolve parents in school activities. e

\\\‘
‘\\

ystem Fequired Source Informal Input P Pd.
Does” Yes i'o

Yes to

Tort oAarnrs o late netto e far disceminating occupational/educational
2t lgT

" - L
"ﬁ~cw\\\\\;\;vuv.‘ Lource Informal  Innut P Pd.
TaNgys Yo A

S

ERIC 7i
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EXTERNAL OBSERVATION INVENTORY ’ S

Miscellaneous
ITEM # P L . |
1. Selects an accounting cyster consistent with Stéiernepartment of Education \*‘J
requirements. . |
- : . !
NA A Systen Required Source Informal ~-Input P Pd. ~
e Does? Yes to e |
- Yes lo T
,‘_//' h \l
N B "/ .
7., Evaluates accuracv of financial reports heing maintained in school
according to lezal guidelines, ' -
NA A System Required Source Informal Input P Pd.
i ' - Does? Yes ~ No ’ :
Yes Yo

1
3. Assesses. current school program in light of board of education recommenda- 1
|
|
|

tions.
NA A System Required Source Informal Input P Pd.
Loes? Yes iio
Yes To —

U, Celects <ti1ff membors t~ aesume anthoritv for implementing system goals.

WA, A ‘ System Required Source Informal Input P Pd.
?‘%‘ Does? Yes ‘o
e Yes No

N, : J .

~
5. Selects mndf qualified emplovees from those available.

o,

~., R
N%\uh : T
TR ﬁk-—-——_5¥sxem,__;§&38quire% \ Source Iﬁfbrmgl Input P Pd.
Does Yes ilo -
Yes Mo

F, Dotarmir. s ~chool presy me neoling modification in order to be compatible

Witt o~y tameni e cagle,

Tt tompivad ‘rurce Informal Input P Pd.

. . A
- A - -
LY




SRR o EXTFRNAL OBSERVATION INVENTORY
e S R
T~ “\i ;ﬂ“‘"~Ni§§$f§mnsaai$:and Policies ~
— ITEM # s T
\\ 1. Obtains information regarding current system priorities and policies. ' ]
\‘ - - -
= N;iz\\\ T - o - \ N !
'“j~thL\»**iL\\\“ System Required--—_ Source Informal Input P Pd. . 1
R pliaary —Poes? Yes 'ﬂa‘*‘*~«=;~1:?ji?uh ) . o
i S \Yé‘s\no" e ) S 1
T e - = R e
SN - = - |
. K\\ T T D o
[T-.__ - 2. Obtains égpy f-systen wide .goals from central offiée~— —
’ BRI & T B
- \\\\;\\- \\ _
S - NA A Syé:em Required Source Informal Input P Pd.
i Does ¥ - Yes No ’
— ’ - -Yes  No> . Tl

\ h TTe—"
< e -
.,
\ N .

i T \\‘~
3. Colects schodt=p nersarne!l policv statements issued by school boards. o
NA A Systém T Required Source Informal Inpuf P pPd. }
’ Does? Yes iio s S |
Yes Jo T e—— —_ . . R N \\\\ J
— .
T
1
k. Writes st of school policy statements and develops handbook,
NA A System Required Source Informal Input P Pd.
hoes? Yes o . 5
Yes No
5. Designs a svstem for communicating school board policies to staff,
NA A System Required Source Iﬁfopmal Input P Pd.

Does Yes ilo
Yes Mo




FXTTRNAL OGBSERVATION INVENTORY

Svstem Goals/gnd’Policies

Ve

/

ITEM ¥

6. Chooses approoriate methods for informing teachers of student rights and

responsibilities,
NA A System Required Source Informal Input P
Does? Yes No N
Yes o

7, Asseéses staffs' understanding of system policies and priorities.

-
-

NA A System Pequired Source Informal Input P

" Does? Yes No B .

Yes o : - T -

8, Assesses the extent to whlch staff are‘adherxnp~toﬂcurrenf‘scheol board

nollcxes—— el .
e - M e T e e z
~NA B System  Required’ . Source Informal - Inpnt
Doeé” o ?és"‘"“"“‘ﬁ"mﬁm—xm ROV IR PR R
'—-‘WL).:..‘“W
Yes No e s
: \
< > ~
: -f‘ggjs nF staff participation in formulating school ‘pperation
policies. s ‘~JW:::*--.~,__ A et T 2
“hm”’!n‘(..mm“ \ wpen AT
few ., oy 5 g
s . LAY ;. =3
NA A System Requ1reg"%ﬂ Sourge InformiI“‘“IﬁpItu~a £k~m4ﬁ&ﬂvwh&n”‘
Does? ‘Yes “”ne»i"r;gilrv e ~ .
YeS NQs R """‘ ¥ ‘ﬂr-n\\," e ag .
. 23 hm “T:;:l'ii.'af'am'-‘bxﬁ\‘"‘ YT
\\\\\ 7 7 ' \ S

10. Determines which sys rem:w»de pducqglgqal»goals are most relevant for his
particular cchonl,

NA A System Required Source Informal Input - P _ Pd,
Does Yes ilo
Yes Mo




ITEM #

5

with system goals.

E» "ERNAL OBSERVATION INVENTORY

System Goals and Policies

11. Evaluates existing prosram goals to determine if they are compatible

NA A System ‘Required Source  Informal Input P Pd.
[ ’ Does? Yes Mo
- Yes o
12. Determines which school probiems are related to long range system plans,
i NA A System Pequired Source ' Informal Input P rd.
| _ Does? Yes o
L Yes No
S [ l\
SN \ o
\
| \ o
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- /‘1:' nv""“-“ ' |
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EXTERNAL OBSERVATION iNVBNTORY

}inancial Information
ITEM #

1. Projects budget for student activities for the entire school year.

- L}

NA A System Required Source Informal Input L 4 Pd,
Does? Yes No
' Yes o '

2. Plans budget on the basis of projected support needed for various school

activities.
NA A System Required Source Informal Input | 4 M.
Does? Yes No )
Yes No -

3. Plans a system for insurine that allocated monies for student activities are

spent according to ruidelines. - T T T T

—-q?“——"—_ﬁx_-——_“; System Required Source Informal ° Input P Pd.
Does? Yes No
Yes Mo

—— -y

4. Distributes availalle monies to student activities on the basis of need for
financial support.

NA A System ° Required Source Informal Input P Pd.
Does? Yes o
Yes No

5. Plans for nurchase and/or renovation of instructional materials and equip-
ment within budpetarv limits. .

NA A System Required Source Informal Input P ﬁd.
Does Yes ilo ‘
Yes Mo

3]




*EXTERNAL OBSERVATION INVENTORY

Financial Information

ITEM #
6, Plans for iastructional materials and equipment purchases on a rotating
basis for each academic area.
NA A System Required Source Informal Input P Pd.
Does? Yes Mo
Yes No
7. Prioritizes instructional materials purghases. ¢
" NA A zSystem Required Source Informal Input P M.
Does? Yes No
Yes No
%
8. Seeks outside funds (eéﬁ., from PTA, Federal sources, etc.) to supplement
instructional materialf and eduipment budget. »
NA A System ¥  Required Source Informal Input P Pd.
Does? 7 Yes No
Yes Mo
9, Maintiins accurate records of all instructional materials purchased.
NA A System Required Source Informal Input P Pd.
Does? Yes ilo
Yes No
1n. Obtains written receipts for all school funds received and dispersed.
NA A System " Required Source Informal Input P Pd.
Does Yes ilo .

Yes Mo




EXTERNAL OBSERVATION INVENTORY

Financial Information

ITEM #

11. Collects financial information daily.

NA A System Required Source Informal Input P Pd.
Does?, Yes © Mo ‘
Yes Yo ;

)

12, Plans system for collecting and recording financial data used to develop

-. budget. _
NA A System Required Source  Informal Input P Md.
. Does? Yes No
? Yes No . -

13. Plans svstem for collecting data needed’to make financial reports,

A

NA A System ~ Required Source Informal Input P Pd.
Doés?  Yes No
Yes Mo ' i

. Plans svstem for collecting and recording fiscal audit information re-
quired bv superintendent.

NA A System Required Source Informal Input P Pd.
Does? Yes ilo
Yes No

15, Maintains up-to-date comprehensive fiscal records..

Fl

NA A System Require«d Source Informal  Input P Pd.
Does Yes ilo
Yes ‘lo
/

] Y, _




©

. EXTERNAL OBSERVATION INVENTORY

Financial Information
ITEM # "

€
——

16. Maintains up-to-date financial data file for all governmental reports,

. -

NA A System Required Source Informal: Inp&t | 4 Pd.
" Does? Yes' Mo
- o - —--Yes Yo !

Q

17. Maintains daily financial records.

3

NA A System Required  ~ =Source Informal Input P M.
Does? Yes No °
Yes No

o

18. Maintains complete and accurate records of aporopvdated funds and expendi-

tures. .
NA A System Required Source Igformalt Input _ P Pd.
y Does? Yes No \
Yes _HNo )

2

19, Maintains un-to-date file of purchase invoices.
p

NA A System Required Source Inférmal Input P M.
Does? Yes ilo
Yes No

© 20, Periodicallv assesses a<curacv of financial records maintained for use in
governmental rerorts.

NA A System Required Source Informal Input P Pd,
Does Yes llo

o Yes Mo .




e t

EXTERNAL OBSERVATION INVENTORY

Financial Information

ITEM #
21. Evaluates accuracy of financial data. T
NA A System Required Source Informal Input P Pd.
Does? Yes No
) Yes Mo

L] 4 r

22. Identifies current budgetarv limits for purchasing instructional materials.

-

NA A System Required Source Informal Input P h M.
) Does? Yes No
. Yes No

¢

23. Implements purchase requests within limits imposed by line-items in
authorized hudget. .

NA A System Réquired "‘Source Informal Input P P4.
Does? ) Yes o .
Yes Mo

&

2, Matches allocation of school funds to needs assessment data.

aQ

NA A System Required  Source  Informal Input P  ° Pd.
Does? Yes ilo .
Yes No

25, Decides which areas of the hudset require increased funding for next year.

NA A System Required Source Informal Input P Pd.
Does Yes lo
Yes Mo

[

89
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. FXTERNAL OBSERVATTON INVENTORY

Financial Information

ITEM # R ‘
26. Compares prepared budgetary allocatlons for school activities with funds
aporopriated in current fiscal budget.* v
NA A System Required Source Informal Input P Pd.
. Does? Yes No
* Yes Vo . . .
27. Determines allocation of funds based on school program area needs, .
H " - & ° i
NA A System Required Source Informal Input P ‘M.
; - Does? Yes No / :
2 Yes NO < ’ . .
’ 78. Determines suidelines for school purchases, ° ‘ i
NA A System Required Source Informal Input P Pd,
. . Does? Yes No ‘
Yes No . \
. . . . |
* %0, Fvaluates budretary reaiirements relative to school needs. 3 .
« NA & A System Required Source Informal Input P M.
Does? Yes o . .
\ Yes No -7
\\\‘ ,
i
30. Countersigns all checks dbawn on the school, account. '
. ' N | g
NA A Sy tem Requirel Source Informal Input P M.,
Does Yes lo
Yes No .

~"




LYTERNAL OBSERVATION TUVENTORY

0]
- 4

e Finanéial Information
K “ITEM #

.
2

31, Selects most appropriate individual to assume authorityffor maintenance
aof financial records, .

-

: . NA A System ° Required Source Informal Input - P “Pd. e

, Does? Yes Mo
. Yes o . .
® ’ lo / fe - ’ g
, Y N ."1
- R [ ®
32, Prioritizes school plant needs in accordance with budget guidelines, .

NA A System Pequired Soyfce ' Informal Imput P Pd.
' Does? Yes o
' Yes No

< . N 3

33, Securas copy cf legal guidelines for fingncial reporting,

«»  NA A System Required Source Informal Input P Pd., .
Does? Yes * o
Yes o

e

-
.

9
4 34, Prioritizes staffine needs relative to available financdal .resources.
b )

\

NA A System Required Source Informal Input . P Pd.
Does? Yes o s
Yes No

*




Piincipalyg,,

School

. . .
PRINCIPAL PERFORMANCE DESMS’M- PRINCIPAL FORM -

‘e ST gt 2
\

L4

A list of principal tasks™ 13‘y1ven below. Two scales are presently for
you to use is making judgments about the frequency and effectiveness of your
performance of each task. Please read each statement and circle the appro-
priate number on the scales provided.

The effectiveness scale is to be used only if the frequency rating for a
statement 18 greater than "1". For example, if you circle a“"1" .on the fre-'
quency scale corresponding to NEVER, leave the effectiveness scale’ blank and
proceed to the next statement. .

Y

*

If you judge a task as irrelevant for yourself, make no ratings on
either scale for that task. Please rdte each statement independently; e.g.,
think about your functioning on each individual<item. Thank you for your
cooperatlon.- .

FREQULNCY . CFFECTIVENESS

~ g
~ = & &
£ - I%
: & : & : £
“5 o T e & F 3
i & ' £ &
= & 5 - B
\ <
"1 2 3 u 5 . 1. Provides variety of in- 1 223 4 5
structional materials to meet
individual student needs. - - - v
1 2 3 u 5 2. Selects instructional materials 1 2 3 u 5
based on individual student .
needs. )
2 ~— » -
1 2 3 4 5 3. Conducts student needs assess- 1 2 3 4 5
. ment.
"1 2 3 4 5 4., Plans class schedules to meet l 2 3 4 5
: individual student needs.
l1 2 3 4 5 5. Orients staff to the need to 1. 2 3 4 5
take into account individual
student differences. |
e )
. . 1 23 & S\\\ #. FEvaluates student neceds based ﬂ 2 3 4 5
. N on formal and informal teacher -
o . observations,
| . ] .
- 1 2 3 4 § 7. Conducts vision and hearinp 12 3 4 5
tests.

ERIC - » 83



abilities. ) N )
=~ ~. £ N ) (BT
1.2 3 4,5 9. Evaluates the effectiveneds of both 1 2 3 & 4
: : subjective and objective gréd;ng ;
proc 4
1 2 3 P 5 10. Discusses s performance 1 223 & . ﬁ
« criteria with teac at grade /
level and/or departmental meetings.. /
: . T © NG
1 2 3 4 5 11,.Determines most_important i{uaenf 1 2 3 4
outcomes to be evaluated. ' . .
“1 2 3 4 5 12. Formulates gradxng practices with \\\\2\>3 4
? teachers.
1 2 3 4 5 .13, ~€611eets~suggestxons,concenning ‘"7f>72\ 24
‘ ©. student performanqe criteria from e
- teaehx\glgtaff. \\ﬁg\\\\ i —
\\‘iﬁ\g\\? 4 5 1l4. Encourages i acﬁérsﬂﬁo ~consider 123 4 5 T o
*\\\\\\\\\ individual/differences when eva%:~::::;:::::::::::::::::
e R __uating student progress. - -
- . \\ - -
1 2 3*4 5 15, Dx\Euasﬁs minimally.acceptable 1 2 3 4 5 .
‘academic performance standards IR e
T et . with teachers. —._ - o o T e
~-\_,:\\ e [
\ Phd ;-
~._1 2 3 4 5 16. Provides staff with writtentaform- 1 2 3 & 5 T
T ation coacarnlng salary schedule8\>\\\ v / i
. - o/ BN /
1 2 3\\;\\3\‘\11, Seeks clarlfzc t;on from central 1 2;"§W_§,,£L———" ’ /
—— , “ofEice conce ing salary schedules. - T
“ T e - .’__L_’——-—-‘""—"-—— . ISR //
—— - 1 2 3 4 5,~»%8f"né§1§ﬁ§~15ternal\bookkeeplng system 1 2 3 4 ]
- - Wlth appropriate pe nel -
N
X 1°2 3 4 5 19, Evaluates financial reﬁorts méﬁe\b!\ 2 3 4
accounting personnel. \\\\\;\
. 12 3 4 5 20. Encoﬁrages teachers to use in-class 1 2 3 &
: . methods to highlight student achieve- ’/
ments.
- ' // E
1 2 3 4 5 21. Informs central office in writingof 1 2 3 4 .

Plans a program to ewaluate student

instrucdtional materials and equipment

.needs.

84




¢ /,/ 1 2°3 4
. o 1
A////’ staff 4
/; "2 3 U §,//25. Discu&ses,results of instructional 1 2 3 4 5
e . - materjals needs.survey with teachers. :
| .
- « 1 2 3 4 37. Seeks—odtside funds (e.g., from PTA,- 1 2 3 4 5
' 7 Fedeyal sources, etc.) to supplement e
e ) insgtuctional materials and equipment
R = ~
e Rt 7 : . :
1 2 3 u/,Sff’iﬁ entifies current budgetary limits 1 2 3 4 5
- i for purchasing instructional materials. -
_’“;/»:*’//’ punchpsin ’ . T
o 5 4 5 29. Plans for purchase and/or‘genovaffon 1 2 3//4//2: -
o of instructionai materials and equip- iy T
> ment within budgetary limits. L
e P 7 ,
L 2 4 4 5 —30:—Deteimines cuidelines for school .~ 1 2 3 & 5
-~~~ purchases. ,
a ‘ , /
1 2 3 4 5

NY

-

. 55
- &
.
3 5 h 5 ° s (4]
E N & £
o iy &
[+ 4 o kY E >
M & Y ] & g
& N g E
12 3 4 5 22 Req&ires teachers to prioritize 123 45
e //, thef{ materials and equipment needs. '
1 2 3 4 5 23. Prioﬁitizes instructional materials" 1 2 3 % 5
purchases. .. e : .o
I 2 3 4 5 24, ently used instruc- 1 2 3 u' 5
terials.
1 2 3 4 5

-

[3,)

EFFECTIVENESS

Perioéically collects instructional
materials and gquipment needs from

Informs staff in writing of proce-

} 2 _3-% 5 3l
—_— dures to be followed in requisition-

ing instrectional materials and

- equipment, T

32,x‘Iﬁ?orms teacheré of ins ructionalf’/’//i 2 3 4 5
-~ —materials budget. .

33, TFollows requisitioniné procedures

specified by central office.

34, Maintains accurate records of all 1 2.3 4 5

instructional materials purchased.

35. Discusges instructional objectives

5
. with iAdividual teacbers.
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EFFECTIVENESS
g
5 &
£ E
I~ [
x) e
=] o
S g
Provides necessary teaching aids. 1 2 3 45
Selects apprépriate methods for 1 2 3 4 5
assisting teachers in developing
more effective practices for
attaining instructional objec-
tives. 3
Collects information concerning 1 2 3 45
teaching practices by observing "
teaching in the classroom. T ' :
Informs teachers of available 1.2 3 45
instructional resources.
Provides each teacher with a 1 2 3 45 )
curriculum guide. C.
—_—
Supervises teachers in the class- 1 2 34 5
room. ° .
Schedules teacher meetings by 1-2 3 4 5
grade level or department to dis-
cuss instructiongl practices.
Develops a system in which teachers 1 2 3 45

work ‘cooperatively in implementing
instructional objectives.

Obtains clarification of legal man- 1 2 3 4 5
dates from central office.

Informs parents of discipline . 1 2 3 4 5
problems when warranted.

Discusses classroom behavior problems 1 2 3 U4 §
with teachers and students.

Maintains consistency when admini- 1 2 3 4 5
stering consequences for misbehavior.

w
£
[3,]

Obtains information from a vériety 1 2
&f sources when analyzing parti-
cular discipline problems.

49. Prioritizs student discipline- 1 2 3 4 5
problems in need of solution. P

[
LS ]
s,
E~
wn




+ NEVER

> 58.

59.

60.

61.

62.

63.

Designs specific strategies for
handling freguently occurring ,
discipline problems. J

Discusses consequences of mis- /
behavior with problem students. /

Discusses Wwith teachers the im-
portance of be congistent in
disciplinary actions taken.

Requests that all teachers report
major rule infractions to the front

office.

Works with problem children in de-~
signing behavior change and/or
prevention strategie8.

Arranges for parent-student-teacher
conferences when necessary to discuss

'inappngg?iate student behavior.

Discusses d pline problems with
misbehaving students.

Makes s :hool behavioral guidelines
availe.le to students and teachers.

Evaluates the effectiveness of dis-
ciplinary actions taken.

Maintains written records of all dis-
ciplinary actions taken.

Discusses disciplinary responsibil-
ities with individual teachers.
Countersigns all checks drawn on the
school accounts.

Selects most appropriate indiyidual
to assume authority'for maintenance
of financial records.

Reports requirad fiscal audit inform-
ation to superintendent.

‘ [ERJ!:‘ by superintendent. . ‘ -
JAFuiiText Provia: i 87 2 .

|
i “x 1 64. Collects fiscal information ‘required




2 3 4
2 3 4
2 3 4
2 3 4
2 3 4
2 3 4
2 3 4
2 3 4
2 3 4
2 3 4
2 4 4
2 32 14
2 3 4
2 3

v VERY ObTEN

FREQUENCY — -~ -

65.

67.
68.
€9.

70.
n!

72.

73.

4.

75.

76.

77.

76.

¢ 'R
Requires annuak f1nanc1a1 andlt of 1 \2\ 3
school records. . N
Disseminates information about the\ 1 2°3
scheol, its:students, and programs ‘ -
through school newsletter .7
Plans system for principal-parent 1 2°3 4 5
conferences to (iscuss student o
progress and/or|problems. -~
Actively participates in PTO and | l 23 4 5
_other school/commpunity organizati%ns. ~ - ;

T

¢ ’ i ' 2z
Plans system for collé&tlng nd , u

»ecording- fiscal audit information
required by, superlntenqe .;T

1
Periodically assesses acaulacy of /n 123 4 5
fiscal data being collectéfand

recorded. . SN L T N
’ / \N y T
Maintains up-to-date comprebe slve "1 2 3 4.5 ©
fiscal records. o T e
/v

Submits quarterly financial requts «\ 1 o2 3 4 5
to central office. |

Plaﬁ system for parent-teacher gon- 1' 2 3 4 5
ferences to discus§ student progress
and/or ShQslems. ° J -

Encourages t chers to 1nform- drents 1 2 3 4 5
about school p ams angd, act ities
through student§\\ ' .

Maintains "open tous " gchool policy 1 2 3 4 5
concerning parents visiting the-\\
school ; . o

Encourages teachers to plan individ- 1 2 3 4 §
ualized instructional programs.

Prov1des a variety of instryctional l 2 3 4 5
prograns to meet individual learner "

needs. ~ e

Selects diagnostic procedures to aid 1 2 3 4 5 o
in the identification of student -~
needs. ’ ’




o NEVhR

-

FREQUENCY

g

(o]

ol

g
2 3 4 5
2 3 4 5§
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3°4 5
2 3 4 §
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5

79.

8o.

8l.

82.

83.

84,

85.

86.

87.

88.

89.

92.

93,

o

Designs curriculum based on the
results of needs assessment.

Conducts a follow-up study. to y
determine the extent to which
school curricula have met student
needs.

Determines desirable curriculum
shanges based on classroom observa-
tion, teacher discussion, etc.

Encourages teachers to generate new
curriculum ideas.

Collects school-personnel policy
statements issued by school board.

Designs a system for communicating
school board policies to staff.

Determines most appropriate methods
for communicating school board
policies to staff.

Posts dopy of school board policies
on teachers' bulletin board.

DistribLtes written copies of school

board policies to all school persomnel.

Discusses school board policies with
staff at| faculty meetings.

Assesses|the extent to which staff
are adhering to current school board
policies.|

|
Periodically meets with staff to
discuss a d evaluate assignments.

Discusses dutles and responsibilities
with stafﬁ prior to assignment.

Matches personnel with list of task
responsiRilities.

Delegates authority for classroom _
operation to teacher according to
system policies. 89

EFFECTIVENESS
g
g 5
; E
g g
1 23 4 5
l1 2 3 &4 5§
1.2 3 4 5§
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
l 2 3 4 5
1 é 3 4 5
1l 2 3 4 5
; 2 3 4 5
l 2 3 4 5
1l 2 3 4 5
l 2 3 4 5
l 2 3 4 5
1l 2 3 4 5




FREGUENCY

7]
. E

(=)
g &
B- S
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
12 3 45
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 34 5
1 2 2 4 5
1 2 3 4 5
1 2 3 4 5

o,

95.

96.

97.

98.

99.

100,

101.

102.

©103.

10"‘ L]

T0s.

106.

. ) / .

Selects personnel for specific job
functions on the basis of staff

abilities and skills and requiraments

of tasks to be assigned.

Makes himself available for confer-

ences to staff members with decision-

making authority.

Delegates authority for lunch room
operation to lunch room manager
according to system policies.

A
Informs staff members of assigned™”
authority via memo, newsletter,
letter, or other writter’communica-

. tion. e

pred

v
e
s

Delegatés authority for operation
of library to librarian.

Discusses problems of specific
consistently failing students with
teachers.

Identifies the needs of consistently
failing students by conducting a
needs assessment.

Encourage$ teachers to try new and
innovative teaching methods in
helping the consistently failing
student.

Evaluates alternative plans for
meeting the needs of consistently
failing students.

»

Prioritizes staffing needs relatiye
to available financial resources.

Periodically collects data on
staffing needs from staff.

Projects staffing needs based on
current attendance and enrollment
data.

o
©

Submits written report on staffing

needs “to superintendent together with

90

supporting documentation.

.

EFFECTIVENESS
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égg £
l1 2 3 4 5
1 2 3 4°5

1 2 j,:«»'“""'%

P
o -~
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TR

1 2 3 4
1 2 3 &4
1 2 3 &
1 2 3 4
1 2 3 4
1 2 3 4

1 2 3 4
1 2 3 4
1 2 3 4
1 2 3 4

<y
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£

Qo

x

3
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4 5
2 3 4
2 3 4 5
.2 3 u 5
2 3 4 5

107.

108,

109.

110.,

111.

112,

113.

114,

115.

116.

117.

118.

1i9.

120.

Periodically evaluates staffing

needs based on nrojected
enrollment.

Develops staffing plan based on
projected needs and financial
resources.’ o -

Uses student pre-registration data
to project enrollments for use in
specifying staffing needs.

Confers with superintendent about
projected staffing needs.

P
Evaluates ageiracy of financial
reports being maintained in school

.according to legal guidelines.
b}

Maintains up-to-date and accurate
accounting records.

o

Submits quarterly reports as
reyuired by central office.

Plans system for collecting data
heeded to make financial reports.

Secures copy of legal guidelines
for financial reporting.

Erxplains to teachers the importance

of membership in professional organ-

izations and continued professional
growth.

a~

Encourages staff to join, and part-

9.

icipate, in professional organizations.

Explains professionai benefits aceru-
ing to members of professional organ-

izations during faculty meetings, e.g.,

legal protection, special insurance
plans, etc.

Participates in profescional improve-

ment activities Vith teachers,

- Informs teachers about the various

state, local, and national profess-
jonal. vrgnnizations. - 9 1

EFFECTIVENESS

I~
g &
5 B
5 £
E [5]
) X
g’ o
1 2 3 4 5

! "
1 2 3 4 5
19 3 4 5
1 2 3 4 5§
1 2 3 4 5
12 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
12 3 4 5

A
123 4 5
1 2 3 4 5




FREQUENCY EFFECTIVENESS
.
g &
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E E £ g

: 1 2 3 4 5 121. Publicly recognizes and commends 1 2 3 4 5

. teachers for professional activi-

ties and accomplishments.,

1 2 3 4 5 122. Decides which areas of the budget 12 3 4 8§ . :
require increased funding for next
year. '

l1 2 3 4 5 123. Implements: purchase requests within 1 2°3 4 5§
limits imposed by line-itcms in

’ authorized budget. :
‘ l 2 3 4 5 124, Bncourages teacher feedback on l 2 3 4 5§
|
|
|
l
l
|
i

school operations in faculty/depart- -
ment/grade level meetings. -

1 2 3 4 5 125, Discusses with faculty the designand 1 2 3 4 5
use of instruments used to evaluate
instructional program.

1 2 3 4 5 126. Assesses teacher-implemented instruc- 1 2 3 4 5
tional evaluation programs.

[
N
w
&
(8,

1 2 3 4 5§ 127. Discusses with teachers those instruc-
tional skills for which they are to
be held accountable.

1 2 3 4 5 128. Discusses program evaluation methods 1 2 3 4 5
with faculty.

1 2 3 4% 5 129, Selects most appropriate methods for 1 2 3 4 5
evaluating instructional program and
teaching effectiveness.

1 2 3 4 5 130. Plans an instructional evaluation l 2 3 4 5
- system.
- 71 2 3 4 5 131. Devises procedures for teachers to 1 2 3 4 5
report student personnel problems. °

- 1 2 3 4 5 132. Discusses pupil personnel problems l 2 3 4 5
with teachers.

1 2 3 4 5 133. Evaluates effects of staff part- ' 1 2 3 4 5
- icipaticn in formulating school v
operation policies.

[$ ]

1 2 3 4 5 134, Communicates to stafi the importance 1 2 3 U4
Q. . of their participation in school ¥
IERJ]: policy decision-making.

.. : | . 92




FREQUENCY
o &
5 &
. g, §
1 2 3 u 5 135.
1 2 3 4 5 136,
1 2 3 4 5 137,
1 2 3 4 5 138.
12 3 4 5 139,
. l 2 3 4 S 1u0.
1 2 3 4 5 1ul.
) 1 2 3 4 5 142,
Q
1 2 3 4 5 1u3.
1 2 3 4 5 1uy,
1 2 3 4 5 1us,
* l 2 3 4 5 1u6.
. 1 2 3 4 5 147,

Writes set of school policy state-
ments and develops hgndbook.

Distributes available monies to
student activities on the basis
of nead for financial support.

Plans budget on the basis of
projected support needed for

‘various school activities.

Monitors: the use of school funds
by varlous gchool clubs and organ-
izations.

P’
Plansia system for ensuring that
allocated monies for student acti-
vities dre-spent according to guide-
l.nes. .

Projects budget for student activi-
ties for the entire school year.

Explains budget guidelines to staff
responsible for dlrectlng various
school activities.

Compares prepared budgetary alloca-
tion for school activities with funds

appropriated in current fiscal budget.

Collacts information on budgetary
guidelines from central office.

£
Appoints teachers to serve on cur-
riculum committee.

Works with cu“rloulup committee to
establish goals %
Surveys current usage of instruc-
tional materials in schools.

Evaluates effrztiveness of instruc-
tional materials currently being
used in school.

11.
EFFECTIVENESS
&
& &
=
5 £
g .o
& &
N &
1 2 3 4 5
1 2 3 4 5
1 2 3 4 S
12345 °
1 2 3 u s
~
1 2 3 4 5
1 2 3 45 °
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
12 3 4 5
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FREQUENCY EFFECTIVENESS o j
= iy [3) |
£ g E ;

. ‘éi o é? : g |

- o : f o) .
[ ) 24 |

. 1 2 3 4 5 Ju3, Requests superintendent to visit 1 2 3 4 5§ {

- school to inspect phy51cal facili- i
' ties. ;

1 2 3 4 5 145, Collects suggestions from staff re- l 2 3 4 5§
garding needed physical facxlities
improvement.

|

1

1 2 3 4 5 150. Periodically evaluates the condition 1 2 3 '4 § |
of the physical facilities together |

1

i

i

o with custodial ‘staff.
1l 2 3 4 5 151. Priorivizes maintenance needs. 1 2 3 4 8§ s
1 2 3 4 5 152. Selects maintenznce problems to be l 2 3 4 5 j
- reported to the central office. §
. 1 2 3 4 5 153. Tiles maintenance requisitions with 1 2 3 4 5§ %
superintendent. ) 1
N 1

1 2 3 4 5 154, Discusses maintenante problems with l1 2 3 4 5§
superintendent.

°

1 2 3 4% 5 155. Reviews prospective employee applica- 1 2 3 4 5
. tions in central office files.

1 2 3 4 5 156. Selects most qualified personnel 1 2 3 u 5 ‘
from available applicants.

1 2 3 4 5 157. Interviews prospective employees. l1 2 3 4 5
1l 2 3 4.5 158, Develops personnel selection priori- 1 2 3 4 5§

ties using system guidelines and
scrool needs.

1 2 3 4 5 159. Selecis employees by matching ap- 1 2 3 4 5
‘ plicant qualifications to job des-
1 2 3 4 5 160. Informs central office of employee ‘12 3 w s ‘
selectitn decisiens, . .

1 2 3 4 5 18Y. Reque:ts centra’. oflfice to schedule 1 2 3 4 5
appoiniments for tentatively selected
9mployees.

%
i
i
|
criptions. i 1
1
i
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FREQUENCY . ) EFFECTIVENESS

g
. 8
5 g B
£ § L
23 o I Ay
- “g: ;, . g § .
= IS N
. 1 2 3 4 5 162. Matches qualifications of employees 1 2 3 4 5
i with job requirements.
1 2 3 4 5 163, Repérts recommendations regarding 1 2 3 4 5
’ prospective employees to superinten- .

+ dent in writgpg. o . . .

1 2 3 4 5 164. Schedules interviews with prospec- l1 2 3 4 5
) tive employees.

1 2 3 4 5 165, Discusses recommendations regarding 1 2 3 45

’ prospective employees with superins -
tendent. _ ‘
—
i1 2 3 u 5 1686, \etermines qualifications needed by 1 2 3 & 5
’ rcspoctive employees for a particu- :
lar position. .
1 2 3 4 5 167. Prioritizes school staffing needs. 1 2 3 4 5
) 1 2 3 4 5 168. Evaluates attainment of in-service 1 2 3 45
training objectives.
1 2 3 4 5 169. Conducts needs assessment of pro- 1 2 3 4 5 .
fessional educational staff.
1 2 3 u4 § 170, Communicates results of staff 1 2 3 4 5°
. . evaluatioq to staff members. _
1 2 3 4 5 171. Assigns available specialists to l1 2 3 45
. work with staff at in-service train-
ing sessiomns.
| 1 2 3 4 5 172. Determines which system-wide educa- 1 2.3 4 5
ticnal goals are most relevant for o
his particular school.
1 2 3 4 5 173, Evaluates compatibility of system- 1 2 3 4 5 § .

wide goals with the school's goals. 3

}/ 2 3 4 5 174, Collects suggestions from staff for l1 2 3 4 5
/ designing system-wide goals.

| .
, /I | |

95
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1 2 3 u 5 175, Maintains "open deor" policy cop- 123 4 5
. " A cerning student'interaction. - ;
ﬁ ! ' ‘ d
. 1 2 3 4 5 176. Assesses degree to which studonts ‘ l 2 3 4 §
L _ feel comfortable in informal. inter- . .
’ R action with principal. . . ,
4 1 2 3.4 § 177. Visits students during recess, free 1 2 3 4 5 ' * E
.o periods,, lunch, etc. _ . -

1 2 3 4 5 178. Selects apbrdbriate.methods to en- 1 2 3 4 §-
. courage informal principal-pupil . i
interaction. .

: 2 3 4 S5 179, Discusses problems in evaluating - l 2 3 4 5.
- classroom instructional climate with
. o teachers. ) L
o ’ : < H

12 3 4 5 180. Evaluates instructional climate by 1 2 3 4 5§

Y observing in-the,classroom. .

4 ] . .
12 3 4 5 18l1. Plans with system-wide curriculum "1 2 3 45
. ' director in-service program for

v teachers or .ethods useful in im- . . .
: plementing system goals.

1 2 3 4 5 182. Discusses system goals with staff.’ 1 2 3 4 5
1 2 3 4 5 183. Periodically evaluates organization .1 2 3 4 §
. of school staff relatiVve to the )
implementation of system-wide goals. .

1 2 3 4 6 184. Discusses results of school testing 1 2%3 u4 5

oprogram with teachers. .

1 2 3 4 5 185. Selects most appropriate methods forr 1 2.3 4 § L A
disseminating occupational/;ducational . .
1nfornatlon.-l

.Y 1 2 3 4 5 186. Discusses board of education recom- 1l 2 3 45 - ,;
mendations with staff. - ' ‘
. 1 2 3 4% & 187. Designs curriculum objectives incor- 1 2 3 4 § L
’ ’ poratipg board of education recom- ‘ \\ )
mehdafxcns. S o ‘ .

10 S 1

i o e, - -»i
v R .




FREQUENCY EFFECTIVENESS

g
» : s 5
2] 3]
: N
g ¥
g

©
2 - .
§ \
5

188. Collects suggestions from staff as to 1 2 3 4 5§
the most effective methods for im-
plementing board of education recom-
mendations. '

-

3 1 2 3 4 5 189. Assesses current school program in 1 2 3 4 5
. light of board of education reccm- .
o - mendations.

w
&
wn

1 2 3 4 5 190. Chooses appropriate methods for in- 1 2
forming teachers of student rights
and responsibilities:—

"5 191, Provides each teacher with a copy of, 1-2 3 4 §
system-wide and school policy hand-
books.

[
N

w
£

1 2 3 4 5 192. Selects an accounting system consis- 12 3 4 §
tent with State Department of Educa- -
tion requirements.

1 2 3 4 5 193, Evaluates budgetary requirements 1 2 3 4°5
relative to school needs.

1 2 3 4 S5 194. Plans system for collecting and re- 1 2 3 45
cording financial data used to develop
budget.

. 1 2 3 4 5 195, Determines allocation of funds based 1 2 3 4 5§
- on school prcgram area needs.

- 1 2 3 4 5 196. Plans individual tcacher conferences 1 2 3 4 5
- to discuss their instructional effec- i
tgg tiveness.’ .

1 2 3 4 5 197. Pericd“~ally observes teacher-student 1 2 3 U §
classror.. interaction. -

1 2 3 4 5 198. Selects most appropriate procedures’ 1 2 3 4 §
for assessing teaching method effec- ;
tiveness.




16.
EFFECTIVENESS .
* &
@ &
g ' 5 B
3 g &
4 & &
& & ~
5 199. Discusses the services provided by l1 23 45
subject matter specialists with
teachers.

N
w
&
(]

1 2 3 4 5 200. Arranges for classroom visitations by 1
. subject matter specialists to observe
’ classroom practices and make recommen-
dations to teachers.

1 2 3 4 S 201. Plans in-service meetings for teachers 1 2 3 4 §
to familia. 'ze them with services
offered by subject matter specialists -
employed by the school system.

1 2 3 4 S5 202. Evaluates existing program goals to l1 2 3 4 5
" determine if they are ccmpatible
with system goals.

1 2 3 4 S 203. Appoints subject matter area comnmit- 1 2 3 4 5
tee to formulate goals and objectives
consistent .with school d.strict goals.

1 2 3 4 S5 204, Determines school programs needing l 2 3 4 5§
modification in order to be compatible
with system-wide goals.

1 2 3 4 § 205. Discusses system-wide goals with 1 2 3 4 5

staff.
1 2 3 4 5 206. Obtains copy of system-wid- goals 1 2 3 4 5

from central office.

1 2 3 4 5 207. Maintains up-to-date file of purchase 1 2 3 4 §
invoices.

l 2 3‘ 4y § 208, !Hatches allocation of school funds to 1 2 3 4 § /
peeds assessment data. \\ /
\ "
1 2 3 4 S 209. Evaluates accuracy of financial re- 1 2 3 45 \
\
\  cords.

1 2 3 4 S 210.° Plans school budgets according to l 2 3 4 5§
legal requirements.

1 2 3 4 S 211. Requests finencial audits as required 1 2 3 4 5
by law.




FREQUENCY - EFFECTIVENESS

&
§ F
. o S) L R ] .
& & — g g
g g A &
) 1 2 3 4 S5 212. Obtains written receipts for a1t -~ -1.2 3 & 5

school fundg\f?ceived and dispensed. -

1 2 3 4 § 213, Discusses legal requirements affecting 1 2 3 4 5
budget expenditures with staff.

2 3 4 S 214. Maintains complete and accurate re- 12 3 4 5
cords of appropriated funds and ex-

/////’“”_ﬂ_“—_‘\~ penditures. :

i
o BT Lo

1 2 3 4 5 215. AsseSses extent to which master 1 2\\3\ 4 5
schedules reflect the optimal use of - -
staff resources. N \\\\\\\

1 2 3 4 5 216. Collects data on staff and curriculum 1 2 3 4 5 L
organization needs.

@

1 2 3 4 5 217. Requests recommendations from depart- 1 2 3 4.5
meats concerning the master schedule.
1 2 3 4 S 218. Designs curriculum organization for l 2 3 4 5
. the optimal utilization of staff. °
1 2 3 4 5 219, Discusses with teachers character- 12 3 4 5§
—~ istics of environment conducive to
learning. '

l 2 3 4 5 220. Visits classrcoms to observe class- ~1 2 3 4 § |
room learning environments. . .

N\

1 2 3 4 5 9221, Judges which teachers need help in 1 2 3 4 5
designing better classroom environ- '
ments. -

N
1 2 3 4 5 222. Provides leadership staff with a 1 2 3 45

written description of their respon-
sibilities and duties.

| 1 2 3 4 5 223. Designs a communication systém for ‘12 3 4§
N\\ clarifying staff respomnsibilities. |
\ \

. 1 2 3 4 § 224, Matches staff qualifications with 1 2 3 45

decision-making responsibilities.




FREQUENCY

s

225. Decides which staff decisigg/ég;ing
responsibilities need clarification.

1 2 3 4 S 226. Discusses job responsibilities with
staff.,

1 2 3 4 S 227. Maintains safe, secuie, and confid-
ential records of test data.

'

1 2 3 u S 228 Requests teachers to identify students
: in need of special diagnostic testing.

1 2 3 4 5 229. Discusses test results witl. teachers.

1 2 3 4 5 230, Evaluates degree to which currently
used tests are measuring school ob-
jectives.

1 2 3 45 251. Collects information about school
. / plant needs from custodial staff.

1 2 3 4 5 232. Regularly reports on maintenance
problems and solutions to central

office.

i 2 3 5 s 233, Prioritizes school plant needs in
accordance with budget guidelines.

1 2 3 4 5 234, Develops systematic procedure for
reporting school maintenance problens.

1 2 3 4 S5 235. Regularly discusses plant maintenance
*  problems with custodial staff.

1 2 3 4 5 236. Requests appropriate authorities to
conduct a periodic fire inspection.

1 2 3 4 5 237. Regularly makes informal inspections
of buildings and grounds.

1 2 3 4 S 238. Maintains permanent record of ¢aily .1 2 3 4 § |
student attendance.- .

Q 0100
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) 1 2 3 4 5 239,

Evaluates attendance trends in school
using student acecunting data.

Plans a system of student accounting
and attendance. :

Collects information on new students,
withdrawals, individual student days
absent, individual days present, and

average daily attendance.

1 2 3 4 5 242, .-Maimtains daily, weekly, and monthly

1 2 3 4 5. 2u3.
1 2 3 4 5 2u4,

1 2 3-4 5 2u5,

1 2 3 4 5 2ub.

1 2 3 4 §5 247,

records of tardy students.

Reports chronic absentees to visiting
teacher.

Communicates monthly attendance report
to central office.

Decides on staff responsibilities for

‘maintainirg student accounting and

attendance records.

Maintains attendance records according
to state guide idelines.

Provides central office with justifi-
cation for school improvement recom-
mencations.

1 2 3 4 5 25— Priorifiges needed facility improve-

1l 2 3 u4 5 2u9,

1 2 % 4 5 250,

ments. 2

Collects information from maintenance
persornel concerning condition of
physical facilities.

Evaluates data in end-of-year inven-
tory of school plant conditions in
order to make recommendations for
improvement.

101

EFFECTIVENESS. -
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1 2
1 2
1 2
1 2
1 2
1 2
1 2
1 2
1l 2
1l 2
1 2
1 2
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3 4
3 4§ X
3 4 5
3 4 5
3 4 5
34 5
3 4 5
3 4 5
3 4 5§
3 4 5§
3 4 5
.\\\
\\
3 4 5
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- .1 2 3 4 5 251. Assesses strengths and weaknesses of 1 2 3 4 5
. varic:s evaluation techinques, pro- b
“ ‘ cedures, and instruments currently ;! :
, , being used in schoo&’“‘ fﬁgf
3 ™l 2 3 u 5 252. Selects appnopriate procedurfs” 1 2 34 5 R
) informing ‘staff, parénts, aid stu- - b
«Y - dents- -6f evaluétion policiedy
: T pa .
1 2 3 4 5 253. Plans in-service training towﬁelp 1 2 3 4 5
o teachers develop skills necek&qry for |
S solvihg 1nstructiona1 problemsf ° :
-~ T 1
T e j
1 2 3 4 5 254, Observes teachers in claasroomg in 1 2 3 45 |
order to identify insturdtionaL - ’ |
blem solving skills reeding.jmprove- ~“~~. = | |
. ment. T B
— : % o ;
1 2 3 4 5 255. Periodically discusses classroom goals 1 2 3 4 5 1
. with teachers. i
1 2 3 4 5 256. Assesses staffs' understanding of 1 2 3. 45 .
system policies and priorities. ’ |
i
1 2 3 4 5 257, Discusses system policies and de- . 1 2 3 4 5
cisions vith individual staff members. ‘
1 2 3 4 5 258. Discusses system policies and prio- 1 2 3 u4 5
rities with staff.
1 2 3 4 5 259. Obtains information regarding -1 2 3 45
s current system priorities and poli-
/ cies.

o . ’

|
l
1
1
J
|
1
1
1 2 3 4 5 260. Encourages teachers to work together 1 2 3 u,/5 1
in medifying curriculum, i

|

i

1

1 2 3 4 5 261. Schedules released time for teachers 1 2 3 4 5
to plan for and revise courses during
regular school day.

1 2 3 4 5 262. Organizes faculty committees to eval- 1 2 3 4 5
uate curriculum content. .

102
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1 23
1 23
1.2 3
i2 3
1.2 3
1 2 3
1 2 3
1 2 3
1 2 3
1 2 3
© 1 23
12

3
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5 263.
5 264.
5 265.
5 266.
5 267.
5 263.
H
5 269.
5 270,
5 271.
5 272,
5 273,
5 274,

{ B
Determines curyiculum areas needing
modification, .

Schedules staff meetings to discuss
curricvlum content areas where modi-
fication is nqeded.

[ -~
Assesses exteﬁt to which curriculum

content is peyceived as being relevant

by students, Yeachers, and business
and community; members.
}

Appoints fachty committee to review
curriculum cgntent and organization
and recommenils needed changes.

Discusses wéth teachers which pro-
cedures for tevaluating both short and
long range ?nsturctional objectives
are to be egployed. '

I
Maintains a system for continuous re-
cording of ;achievement test data,
grades, and other evaluative informa=
tion. ; " ’

i

! / ‘.‘
Plans a system for evaluating student
progress tpward instructional objec-
tives.

»

!
I
{
i

Periodically evaluates student achiev- 1 2 3 "4 5

ement USi?g standardized tests.

»

Decides what methods ave to be used in 1' 2 3 4 5
evaluating progress toward instructiomal

objectiveg.
I |
Plans system for\aSSessing special
needs of school cﬁ%ldren.
‘ !

Discusse# results of classroom obser- 12 3 4 5

vations with individual teachers.

Discusse$ with teachers information
to be entered in permanent records.

)

.2 3} u 5

EFFECTIVENESS
21,

3 |

1N £~
5 2 1

S £y
£ X |
& % |
) s .
1 2 3 4°5 //-1
1 23 4 5 '
)

1 2 3 4 S
3
1 2 3 4 5 -
|
i
|
1.2 3 4 |

1

1 2 3 4 5
e i

1 2 3 4 5
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276.

277 .

278.
279.
230.

281.

282.

283.

284,

28s.
206.

287.

Collects information from teacheL
on whether they can correctly interpret
data in student cumulative recorps. .

Dist butes permanent folders to
teachérs at beginning of year.

Discusses wlth teachers the neces-
sity of being ”objective in using
permanent records.

Discusses with teiéhers the importance
of "confidentiality” of records.

Discusses with teachers policieé
for keeping permanent records. |

Meets witﬁ teachers periodically
to discuss individual children.

Discusses with teachers the import-
ance of keeping records up to date
and complete.

Makes records available to teachers at
all times.

Distributes policy statement to
teachers about the keeping of
permanent records.

Discusses with teachers informstion
to be included in student cumulative
records.

Maintains a secure place for storagze
of cumulative records. .
o }
Decides appropriate information to be
included in student cumulative records.

Obtains student folder for each student
from former school.

1




288,

289,

290.

201.

2924
293,
294,

?qs.

296,

207,

298.

‘299,
\ staff eveluation conferences.

ano,

" Meintains written evaluations of all 1 2 3 b4 5
personnel. \
Discusses evaluations with individual 1 2 3 & 5

© EFFECTIVENESS

-

Devises guidelines for the inclusion 1 2 3 b
of information in cumulative records.

B E
Pl
-

Evaluates student cumulative records 1 2 3 4 5 ‘
periodically to determine accuracy |
and completeness. - .

Delegates authority for obtaining new 1} 2 3 4 5

student records to appropriate staff

member.

‘Discusses with teachers school policies 1 2 3 L 5 |

related to the maintenance of student
cumuilative records.

Discusses curriculum content and orgen= 1 2 3 4 5
ization with staff.

gtaff menmbers.

Periodically assesses the accuracy of 1 2 3 4 5
deta being gathered to be used in
staff tenure/dismissal decisions.

Designs procedures for evaluating 1 2 3 45
staff members.

3

1
|
Provides superintendent with written 1 2 3 45 i
recotmendations regarding tenure/ : |
dismissel together with supportive > .
documentation. J
]
|
|
1
}
i
1
l

Selects appropriate methods for 1 2 3 & b
evaluating staff members.
Maintains records of individual » "1 2 3 45

7
Periodically evaluates methods being 1 2 3 b 5
used to gather data to make staff

tenure/dismissal decisions. .



FREQUENCY

" VERY oprpy

\V.}

301.

302.
303,

3o,

305.

306,

307.

3n8.
300,
310,

311.

312.
313.

Blu L]

9

Selects most appropriate staff
person to have authority for
maintaining‘financial records.

Maintains daily financial records.
Maintains hot lunch program data.
Informs staff of their record-
keeping responsibilities with

wegard to governmental financial
reports.

Collects financial information daily.

Requeats annual audit of school'
financiul records.

Periodically assesses accuracy of
financial records maintained for use
in governmental reports.

Maintains up;to-date financial data
file for all governmental reports.

Maintains recor& of average daily
attendance.

Plans system for collecting required
governmental financial data.

Determines which educational programs

need revision based on parent, teacher,

end student input. .

Discusses educational program changes
with parents.

Plans new educatioﬁal programs with
central office personncl.

Discusses educational program changes
with teachers.

106
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EFFECTIVENESS .
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. 231‘531‘5.
° 123“'53'15.
g 1231‘53}7,
1 2“3 b5 a8,

1%2 3 4 5 31a,
1.2 3 4 5 33,

; 1 2 3 4 5 3214
) 12 34 5 322,
1 2 3 b4 5 323,

::

1 2 3 4 5 324,

| 1 2 3 4 5 325,
1 2 3 4 5 32,

. 1-'2'31‘5377.
1 2 3 4 5 329,

: 12 3 4 5 429,
1 2 3 4 5 33,

4

Reviews gtudent test data to deter-
mine need for new curricula. ¢

Reviews community background, present 1
prograns, and current course offerings
to determine need for new curricula.

Discusses student interests with 1
teachers,

Attends scheduled inter- and intra- 1l
achool activities.

Attentis PTO-PTA meetings. 1

Provides supervisoty assistance for i
school activities.

Orranizes programs to involve parents 1
in school activities..

Selects methods most likely to ' 1l
increase student attendance. .

Discusses importance of regular 1
attendance with students, peaehers,

and parents.

Checks student attendance data each day.l

Discusses responsibility'for’bgllecting 1l
student information with staff.

Collects studint data requested by, 1

.pupil personndl staff.

cumulative recorl information based

Evaluates appro riaten:;z of student 1
on necds of pupil personfiel staff,:

Fills out census cards according to 1

federal and state guidelines.

Determgnes guidelines for ineclusion 1l
of information in student records using
established ‘system politics.

Discysses importance of con? identiality 1
of student records with staff.

P 107
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:
° .

. 2 3 331. .Discusses informatior to be
. entered on student records with
o ‘ staff.

1 2 3 4 5 332. Devises a policy concerning access
‘ to student information.
- qQ
1 2 3 4 5 333. Desirns an .easily assessible atudent
. information system. .
1 2 3 4 5 33u, Maintains a cumulative fo! “er for
each student.

1 2 3 4 & 335 Discusses student information
. priorities with staff.

1 2 3 4 5 336. Identifies and defines school -
. ‘problems by meeting with staff.

1 2 3 4 5 337, Determines which schoal problems
' are related to long range system
plans. - .
¢ . ! ' N
1 2 3 4 5 338, fcuaucts e needs assessment to
identify existing school problems.

ir




i APPENDIX F -

; -
The Principal Performance Description Survey - Central Office Form

(Frequency and Effectiveness Scales)
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Principal

School

PRINCIPAL PERFORMANCE DESCRIPTION SURVEY - CENTRAL OFFICE FORM

. A list of principal tasks is given below. Two scales are presented fér
you to use in making judgments about the frequency and effectiveness of this

principal's performance of each task. For the principal identified at the
top of the page, please read each statement and circle the appropriate nunter

~ on the scale provided.

o

The ¢ffectiveness scale is to be uéed only if the frequency rating for a
statement is greater than "1". For example, if you circle a "1 .om-the fre-
quency scale correspcnding to NEVER, leave the effectiveness- scale blank and

proceed to the next statement. e

e P
—

If you judge_artaéffirrelevant for your principai, make no ratings on
Please rate each statement independently; e.g.;

cither scale for that task.
hink avcu*t this principal's functioning on each individual item. Thank you
for your cooperaticx'
FREQUENCY - EFFECTIVENESS
g
~ 3
& 5 &8
£ 5. =
o © [AIN £
5 & ¢ & ol
= 1y = %] :
< 1 2 3 4 5 1. Selects most qualified personnel 1 2 3 4 5,
- from available applicants
1 2 3 4 5 2. Selegts employees by matching ap- 1 2 3 4 5
plicant qualifications to job de- .
ke y scriptions.
1 2 3 4 5 " 3. Informs central office of emplojee 1 23 45 = ‘
) selection decisions. "777 ﬂ,,.-f~———"1
%
1 2 3 4 5 4. Reviews prcspective employee ap- 1 23 4 5 .
plications in central office files.
Y2 374 8 5. Requests central office to schedule “ 1 2 3 4 5
appointments for tentatively selected
employees. '
1 2 3 4 5 6. Seeks clarification from central 12 3 45 T

office concerning salary schedules.

/

110




=
N

123 4 5_ 7.
1 2 3 4 5 8.
1 2 3°4 5 9
1 2 3 4 5 10.
1 2 3 5 1
1.2 3 4 5 12.
12 3 4 -5 13,
1 23 4 5 14.
1 2 3 4 5 15.
1 2 3 4 5 16.
771 2 34 s 17

EFFECTIVENESS

&
5
E,
&
=
Reports chronic absentees to visiting 2
teacher.
Communicates'monthly attendance re- 1 2

port to central office.
Fills out cencus cards according to 1 2
federal and state guidelines,

Requests annual audit of school's 1 2
financial records.

Obtains . .arification of legal man- 1 2
dates from central office.

Designs internal bookkeeping system 1 2
with appropriate personnel.

Regularly reports on maintenance 1 2
problems and solutions to central *

office. «-

Confers with superintendent about 1 2

current and projected staffing needs. -

Submits written report of staffing 1 2
needs to superintendent together with
supporting documentation. T

Provides central office with justifi- 1 2
cation for school improvement recom-
mendations.

Informs in writing central office of 1 2
instructional materials and equipment
needs.

Follows requisitioning procedures 1 2
specified by central office.

Requines annual financial audit of 1 2
school records.

111

Wi

g
3]
&
(%]
2
S
4 S
4 5
4 5
4 S
4 5
4 S
4 5
4 5
4 S
4 s
4 S



¥ NEVER

[

FREQUENCY

y

/

=
)
kS
o
&
&
5

[34]

20.

21.

22.

23.

24,

25.

26.

27.

30.

3l.

Collects fiscal information required
by superintendent.

Reports required fiscal audit infor-
mation to superintendent.

Submits quarterly financial reports
to central office.

Collects information on budgetary
guidelines from central office.

Plans school budgéts according to
legal requirements.

Implements purchase requests within
limits imposed by line-item in

authorized budget.

Maintains up-to-date and accurate
accounting records.

Provides superintendent with written
recommendations regarding- tenure/
dismissal together with supportive
documentation,

Plans alang with system-wide cir-
riculum director in-service program
for teachers on methods useful in im-
plementing system goals.

Discusses maintenance problems with
superintendent.

Requests superinten&ent to visit

school to- inspect physical facilities.

Files maintenance requisitions with

* superintendent.

EFFECTIVENESS
I
. o
g
B~ ¥
S X,
E o
g &
1 2 5
1 2 5
1 2 5
1 2 5 -
1 2 5
2 5
1 2
1 2 5
1 2 5
2 5 °
1 2 5
1 2 5




y
FREQUENCY ) EFFECT IVENESS
s g
5 ;
O 5 s g
L3 =
\ O E ‘6 “3 o
\ o © ' I3 3 _
y \ - § Fol e mn - - "Ly -
‘ g & I I3
= ~
1 2 3 4 s 32. Reports recommendations regarding 1 2 3 45
prospective employees to superinten- -
dent in writing. o
§
1 2 3 4 5§ 33. Discusses recommendations regarding 1 2 3 4 5,
prospective employees with superin-
- ™\, tendent.
K
r<l
ﬁf-
2

113
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S The Principal Effectiveness Rating Scale
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FOR THE SUPERINTENDENT:

We would greatly appreciate your cooperation in assessing the functioning
of » Principal in a
variety of areas of responsibility. Please be assured that at no time will
these ratings bé seen by anyone other than the research staff of Project
R.0.M.E.

These areas of responsibility are given below together with some of
the functions included in each area.

Curriculum'and Instruction - _urriculum designs, instructional objectives,
instructional materials, instructional evalua-
tion methods, testing- programs.

¢

. A
Staff Personnel -‘Organizational responsibility, teacher evaluation, teacher
use of media, staff involvement in school policy decision-
making, stuff development,

Student Personnel ~ Pupil personnel services, student activity programs,
student attendance, student cansultive records, student
orientation, student discipline.

i

{ .

Support Managehent - School plant facilities, legal mandates.
. . f .
School- Communﬁty Interface ~ Farents and local community.
1 /- '
- Fiscal Manage¢ent ~ §hqqired government reports, financial resources and
; i staffing needs, instructional materials and equlpment,
‘ ' )udgetu,‘Flﬂcal audits.
. //’ F: R
System-W&ﬁ//Pollcves and Operat*ons - Staff dismissal and tenure, compati-
bility of schools goals and objectives
with state system, and board of educa- .
tion.

- While the pringcipals in your system may not have major responsibilities
in all of the above arczas, to the extent that they do have some responsi-
bility in each of the arcas you can value valid judgments on each of the

. items below.

j . In comparison to an optimally functional principal, how would you rate
z . this particular principal on cach statement below? Check the one category

37/ next to each area of responsil:ility you think most closely describes thls
: ’ Please rate each statement independently using the model of an ideal

principal as y»ur referent point.
{

P pr1nc1pal
|
\
:




-

llow efrectively does this principal COLLECT DATA (e.g., conduct needs
assessments; gather input from staff, students, parents, and central
office; identify resources; etc.) compared to the optimally functional

[ . principal in each of the following functional areas? s
i C ’ . L » [ 7]
{ - )] g "" ?:, : '?1
, 7} A *
| ‘ A A B ¥
‘ Y AN T A I A - ,
3 @ ol *~y [4] , “‘ H
- : 8 9] - QO o [ 7] “1 g“‘ 4
o O v o ] %
ol iy ] W ) 2
\\ :‘; ‘f)’ ] Al;, qt" co b’s “"’
4 B\ g [ S [& ]

F .. 1. Curriculum and Instructicn

AN
2, Staff Personnel

3. Studen* Pers~nnel

4, Support Management

S PORR ...F...,-.-.ql--....-..._._. —

5. School-Community Interface

¢. Fiscal Management

7. Sy;%égiWide Policies and Operations-

S R DU SN S N

.. ) . -
BR. How effectively d4es-this principal PLAN (e.g., organize inservice pro-
rrams; Jesign testing proerans; schedule conferences and meetlngs;
* . design éurriculum and individualized programs; develqp personnel selec-
g 2 tion priorities; etc.) in.each of the following areas?
! o
8. Curriculum and Instructicn
A, Staff Pers~nnel 1
10. Student Personnel
} : — | - .
- 11. Support tlanagement
o - ™ -
1?2. School-Community Tnterface
. — | .. 1. —
- ) el R T
- 1y, Cystenm-diee Folic®e~ and Operations | | | .

|

|

13. TFiscal Management : ‘ -
\

|

|

|

CERIC 7 | T,

- :




D - L S o I s
)
1 ,"J v

3
’
C. How Jffectively does this principal COMMUNICATE (e.g., discuss problems,
plans pertinent information with staff, students, parénts, and central
office) in the following areas?
v v
- /] & Y
o/ A .y
S e bod o - &
A/ o oy g IR
A, NCR 9 ~y [~ 5 &,
- ¥ o (‘2 < % .3 %,
| : /Ees) & [E [adlfs
- SIS [N [
15, Curriculum and Instruction o .
r"— -
16. Staff Development
' >—----—J}--._.. 1
17. Student Personnel , ‘
4
< 1) ‘
18. Support Management ' p
. 4 - T T T T T
: 19. School-Community Interface
. . * F Lt 3 vid
© 20, Fiscal Management . )
e t-- +—~t-
21. System-Wide Policies and-Operations L_ i B { J ) _J g

D. How effectively does this principal MAKE DECISIONS (e.g., aégign respon-
sibility to staff; select .appropriate evaluation methods; select best
methods for communication; Jdetermine allocation of resources; etc.) in
each of the following areas?

s

‘. .
WUAEX ) s
. /_;Q AQ!}:‘( K 1‘:)\.1.1,//
“ 22, Curriculum and Instruction '
. ., ) - ’ H
23. Staff Personnel . .
N u \-—-—---—-{t- TR 8
24, Student Personnel ' .

I3

25, Support Management

26. .School-Community Intepface .

P = — s v e iy el

* "o,  Fiscal Management o .

28, JSystem-Wide Policies and Operati?ns L_“-y_J o




4

¢

How effectively does this principal IMPLBMENTE(e.g., carry out‘decisions;
make appropriate appointments; put plans. Into action; etc.) in each of
the following areas? '

i 0y *y Ky
A’:}w b A' C‘:b 00.*%
el &N e & S
- & %" ) Q' @
< SL/S5E] & [& [ pFS
, LN AN ENL
~ g~ j‘
29, Curriculum and Instruction :
T
30. Staff Personnel ol
. —T .
k |
31, Student Personnel ‘
|
32. Support Management ) \
. .
33. School-Community Interface . 3 . .
|
34, Fiscal Management ' R

. 35, System-Wide Policies and Operat{ons L

VPSR WIS SR AP —

\

- F. Hﬁw effectivei; does this principal EVALUATE (e.g\, assesses effectlveness .
and impace to programs, policies, decisions made,'etc.) in each of the
* following areas? :
|
36, Curric§lum and Instruction
37. Staff Personnel |
* 18, Stua;nt personnel
¥
39, Support ﬁanagement
- 4o, School—Communit& Inte;face .
hd 41, Fiscal !anagement |
42, System-Wide Policies and Operations = u

ERIC S L | “




G. On a scale from 1 to 11, how would you evaluate the over-all performan;e
of this principal compared to an IDEAL principal?

(Circle Appropriate

Number ) 1 2 3 4 5 6 7 8 9. 10 11
Extremely Extremely
Effoctive

e Ineffective




